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ABouT THIs COURSE

Now that you have completed the first two levels of Excel 2002, you are ready te centinue on
to the third level. You already know the basic and some advanced operationis_in Excel{ now
you will learn even more.

You have learned the basics of using Excel and can employ most/of its features! in this course,
you will learn about some of Excel’s more advanced functionality, thefeby rounding out your
skill set.

Course Description

Target Student

Persons desiring to prepare to be a certified Microseft-Office /User Specialist (MOUS)in Excel
at the expert level and who already have knowiedge of-the-Microsoft Windows-98 or above
operating system, and an intermediate knowledge-of Excel 2002.

Course Prerequisites

To ensure your success, we recommend-you first take the following New/Horizons courses or
have equivalent knowledge:

e  Windows 2000 - Level 1

e  FExcel 2002 - Level 1

o  FExcel 2002 - Level 2

How to Use This Book

As aiearning Guide

Each lesson covers one broad topic or set of related topics. Lessons are arranged in order of
increasing proficieiicy with Microsoft Excel; skills you acquire in one lesson are used and
developed in subsequent lessons. For this reason you should work through the lessons in
sequence.

Introduction

INTRODUCTION



INTRODUCTION

We organized each lesson into results-oriented topics. Topics include all the relevant and sup-
porting information you need to master Microsoft Excel, activities allow you to apply this
information to practical hands-on examples.

You get to try out each new skill on a specially prepared sample file. This saves you typing
time and allows you to concentrate on the skill at hand. Through the use of sample files,
hands-on activities, illustrations that give you feedback at crucial steps, and stpperting back-
ground information, this book provides you with the foundation and structuie' to leart:
Microsoft Excel quickly and easily.

As a Review Tool

Any method of instruction is only as effective as the time and effort.you are willing to invest
in it. In addition, some of the information that you learn in clasg. may ot be important to you
immediately, but it may become important later on. For {his re¢asen;-we~encourage you to
spend some time reviewing the topics and activities after the course~For additional challenge
when reviewing activities, try the What You Do column before-loeking at the How You Do It
column.

As a Reference

The organization and layout of the book makes.it'easy to ydse as a learning tool and as an
after-class reference. You can use this book as a-first source for definitions of terms, back-
ground information on given topics, and summaries-of/procedures.

Course Objectives

In this course, you will customize. yeur workbook, work with mulfiple data sources, and col-
laborate with others using shafed workbooks. You will also @nhance your worksheets using
charts and graphic objects.

You will:

e  customize your workbook by applying conditigiralférmatting, adding data validation crite-
ria, customizidg menus-and toolbars, creating ‘and gditing a macro, and grouping and
outlining structured data.

e work with multiple workbooks to create a-workspace, consolidate data, link cells, edit
links, export Exeel-data into XML, import XML data into Excel, and create a Web query.

e  collaborate with other Excel users by-protecting your workbook, sharing your workbook,
serting revision tracking, merging multiple copies of the same workbook, and tracking
changes.

e //chartnon-adjacent data, modify-chart items, and create a trendline.

e _use multiple graphic objects to-enhance your worksheet.
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Course Requirements

Hardware

A Pentium 133 MHz or higher processor required for all operating systems.

A minimum of 64 MB of RAM, recommended, for Windows 2000 Professional; in addi-
tion, you should have 8 MB of RAM for each application running simultaneously.

A minimum of 516 MB of free hard disk space. (Under Windows 2000, at least 4 MB of
space must be available in the Registry.)

Either a local CD-ROM drive or access to a networked CD-ROM drive.
A floppy-disk drive.

A two-button mouse, an IntelliMouse, or compatible pointing device.

A VGA or higher-resolution monitor; Super VGA recommended.

An installed printer driver.

A sound card.

Software

A custom installation of Microsoft Office XP Professional—see“the Zlass Setup Require-
ments for additional instructions.

Class Setup

ﬁ This book was written using the Windows 2000 Professional operating system. Using this baok with other oper-

ating systems may affect how the activities work. NétesThe manufacturer states that Micrgsaft-Office XP
Professional with FrontPage will work with Microseft Windews-98, Microsoft Windows ME;.and Microsoft Win-
dows NT Workstation 4.0. Office XP Professiondl with FrontPage will not run on the Micrasof> Windows 3.x,
Microsoft Windows NT 3.5x, or Microsoft Windows 95 operating systems.

Install Windows 2000 Professioral~on a newly formatted hard drive.

If the Getting Started With Windows 2080 window is display&d, uncheck Show This
Screen At Startup and click EXit.

Install a printer driver.

ﬁ A printer isn’t necessaiy.for_class, but you must have a printer driver installed.

A complete installation-of Microsoft Office XP Profesgional with FrontPage.

Steps 1 threugh 4 negd 14" be done only once. Steps 5 thfough 7 must be done before every class to
ensure 2 proper setup.

On £he_students’ computers, reset the usage data. (Choose Tools—Customize and click
Reset"My~Usage Data to restore the default settings.)

Delete the felder C:\My Documents\Excel. Delete the folder C:\XML Data.

Introduction

INTRODUCTION

N

Note that memory
requirements may differ for
other operating systems.

S

Printers are not required;
however, each PC must have
an installed printer driver to

ﬁPﬁnt Preview.

If you plan on using speech or
handwriting recognition, the
hardware requirements are
much higher. See the
documentation that came with
Microsoft Office XP
Professional with FrontPage
for more details.

Xi



INTRODUCTION

Q

You will need a to specify a
location for students to save a
Shared workbook fo. All
students need to be able to
save a file to this location and
they must all be able to access
this location as well.

Xii

7. Run the self-extracting data file located on the data disk. This will place the data in the
My Documents folder. (Verify where you want the data files located.) Move the XML
Data folder to the C drive.
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LESsoON 1

Customizing your

Workbook

Lesson Objectives:

In this lesson, you will customize your workbook by applying conditienai formatting, adding
data validation criteria, customizing menus and toolbars, creating and editing a macro, and

grouping and outlining structured data.

You will:

Apply conditional formatting to a range of cells/

Add data validation criteria to a range of cells.
Customize existing menus and create yout,own menu.
Customize the toolbars.

Create a macro.

Edit a macro.

Add group and outline criteria to a range.

Lesson 1: Customizing your Workbook

LEsson 1

Lesson Time
59 minutes to 60 min-
utes



LEssoN 1

Infroduction

Now that you have a good understanding of how to work in and with workbooks and
worksheets, it is time to learn how to customize these workbooks and worksheets to meet your
specific viewing and editing needs. In this lesson you will customize your workbook by apply-
ing conditional formatting, adding data validation criteria, customizing menus and-toolbars,
adding and running macros, and viewing your data using outlines.

Imagine that you are in charge of updating an Excel workbook on a regular basis:. This work-
book used to be managed by someone else, so the workbook isn’t set up_the~way you usually
set up your own workbooks. The person who owned the workbook before you inade some
changes to the workbook; you may want to modify it to meet yeur business ngeds.

Topric A
Apply Conditional Formatting

One way to customize your worksheet is to d4pply conditional formatting to cells so that if they
meet the specified criteria, they appear as you~woald like’ them to. In this topic, you will apply
conditional formatting to a range of cells.

Imagine that you are working in a worksheet that contains hundreds of efitries)of sales data.
Every month you have to give a presentation on the sales results of each division. You want to
point out any department that is abové-itssquota for the month and you do-that by bolding and
changing the font color on all the sales numbers that are above the gugtaznumber. So, every
month you have to find the deparntiients that are above quota, higiilighs the text, bold it,
change the text color to red, and| then move on to the next one. Som¢ months you are chang-
ing 20 or more numbers! You~can-do-this /in Excel with conditional formatting.

What is Conditional’Formatting?

Definition:
Conditional formatting is a format that Excelaiitomatically applies to specified cells if
the criteria that are-placed on that cell dfe met.

Example:
If.you.have a worksheet that contains-the sales information for various sales reps and
you wantto call out when they have not met their quota for sales, you could apply
conditional formatting to the/sales column so that any number that fell below the quota
number-would be made bold:and/blue.

Anaiogy:
Conditional formatting is like being at a family reunion where everyone who has mar-

ried into the family has to wear a purple scarf so they can easily be identified as non-
blood family.
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Apply Conditional Formatting

Procedure Reference: Conditional Formatting
To apply conditional formatting:
1. Select the cell or cells that you want to apply the formatting to.
Display the Conditional Formatting dialog box.

Set the criteria for the formatting.

Select the formatting you want and click OK.

2
3
4. Display the Format Cells dialog box.
5
6. Click OK.

Activity 1-1

Applying Conditional Formatting

Data Files:
e Office Supplies.xls

Setup:

Excel is running and no files are open.

Scenario:

You have the file (Office Supplies) that summarijzes ‘total_amounts spent on office supplies in
the four divisions of your company. Because ¢f budget constraints, anyone whouis spending
over $1500 a quarter needs to be notified. You want tocall out these numbei's by applying
conditional formatting to the totals for each division so that any quarter total that is above
$1500 appears in red and is italicized to draw atténtion to those number$:WHhen you are fin-
ished you will save the file as My Office Supplies.

Lesson 1: Customizing your Workbook
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LEssoN 1

What You Do

How You Do It

1. On the Australian Sheet tab, select
the quarter totals and in the Condi-
tional Formatting dialog box, set the
first condition so that the format-
ting will be applied if the cell value
is greater than 1500.

Londitional Formnating 2=
et |
[colivaban = =] [fraatarman =] [i=o =]
Pt | Jae— | =
EI M | s | o | cama |

e. Inthe ﬁrsgj

a. Open the file Office Supplies.

b. Select the Australian Sheet if necessary.

c. Select the range B9:E

anal Formatting.

; verify that
Cell Value Is i

f. FroQ sec
n.

op-down list, select

insertion point in the last box
00.

2. Set the formatting so that the cells
will be italicized and the cell text

will be red.

@

©

@%
Q

21x
Faont | Bo Pateerns I
Fant: Font stvle: Size:
Jtealic
Regular d
9
Bald 1
Bald Tkalic 1 =l
Color:
=] — -]
FFeck reriew
v Strikethrough
I™ Superscript AaBhCcYyZz
™ Subscript
For Conditional Formatting wou can set Font Style,
Underline, Calar, and Strikethrough. Clear |

the Font tab, in tie Font Style list,

select Italic. &

From the Colo -down list, select a
shade of re

QK | Cancel |

d. Click OK.

S
Si

N
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3. Apply the conditional format to the a. Click OK to apply the conditional
text by changing some of the num- formatting. Notice that when you apply
bers in the data and change one of the conditional format, the numbers that
the numbers above 1500 to a hum- are above 1500 are red and italicized.

ber below 1499. When you are
finished, save the file as My Office

Supplies. b. Change the number in cell B4 to 800.

Press [Enter]. The Qtr1 total is now red
and italicized.

c. Save the file as My Office Supplies.

Toric B

Add Data Validation Criteria

Another way that you can customize your worksheet is by adding data validation criteria to
cells that you frequently enter the wrong type of data in. In this topic;-ygw will add data vali;
dation criteria to a range of cells.

[

Imagine that you are working in a worksheet that you frequently use. This worksheet cofitains
text and numbers, but you find that you are constantly entering text into cells that should only
contain numbers. You never realize your mistake until-you_have eéntered a lot of data and’you
have to go back, find the mistake, and fix it and everything that is linked to it. Whdt if jyou
could make those cells only accept numbers so that it. would pe impossible for yéu to-enter the
wrong type of data? In Excel, you can do just thit by-adding data validation criteriato a cell
or range of cells.

What is Data Validation?

Definition:
Data validation is a set of{criteria youw/place on a cell or #ange of cells that prevents
anything other than what,meets the/ criteria from being/entered in that cell or range of
cells. Each data validation rule has three parts. The first.pait is the criteria that define a
valid entry. The secend part.is a message (which is-optional) that appears when a user
selects the cell that containsthe rule. The third part iswan error message that appears
when a user enters invalid data.

Example:

If you have a worksheet that contains information on personnel within your company
and you wantto ensure that only the state abbreviation, two characters, can be entered
into the 'State celtmn, you can set a data validation rule that will only allow two char-
acters 1mthe _cells in this column.

Lesson 1: Customizing your Workbook
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LEssoN 1
Add Data Validation Criteria

Procedure Reference: Create a Data Validation Rule

To create a data validation rule:
1. Select the range that you want to apply the data validation to.
Display the Data Validation dialog box.

Set your criteria for a valid entry.

2

3

4. If desired, create an optional message on the Input Message _tab.

5. If desired, make changes to the default error messagé-on.the Error Alert tab.
6

Click OK.

Activity 1-2

Creating a Data Validation Rule

Setup:
The file My Office Supplies.xls is open.

Scenario:

When you are using this file, sometimes-you mistype and end up placing text in the cells
where you only want numbers. So,you.wili~create a data validation tdie that will only allow
numbers in the data area. When ygu are.done, you will save the(file.
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What You Do

How You Do It

1. Select the data for the four quar-
ters on the Australian sheet and
display the Data Validation dialog
box.

a. On the Australian sheet, select the range
B4:E7.

b. Choose Data—Validation to display the
Data Validation dialog box.

npuk Message | Error alert I

Yalidation criteria

Allove:

IAny value VI

Data:

Ibetween hd l

/TN

N/

Lesson 1: Customizing your Workbook
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LEssoN 1

Data ¥alidation e S

Settings | Input Message  Error Alert |

[V show error alert after invalid data is entered b

When user enters invalid data, show this error alerty ——————— ~0

Set the validation criteria to a deci- a. On the settings tab, from the Allow drop-
mal between 0 and 10000. Use down list, select Decimal. From the Data
Figure 1-1 and Figure 1-2 to set the drop-down list, if necessary select
input message and error alert. between. In the Minimum text box, type
0 and in the Maximum text box, type
Data VAT 2] x| 10000. This will allow any number ‘
between 0 and 10000 to/beentered into
Settings  Input Message IError Alert the CeuS
[V Show input message when cellis selected
When cell is selected, show this input message: 4 21
- _—
IQuarter Figure: Settings | Input Message | Errcr £lert |
Input message: validation criteria — <~~~
Insert the quarter Figure here.] :l Allow:
IDecimaI ﬂ [V Ignore blank.
Data:
LI Ibetwcén a
Minirnurm:
[ =
Mazirsain:
Cl all | Ok I C | e\
Llear SNCE I I]_DDOD :k.]
I Mpphethese ghinges to all other cells with the same settings
Figure 1-1: The input message.
/. Clear Al Jl Ok I Cancel

On the Input Messeage tab, in the Title text
box, type Quarteér Figure. In the Input

= Message text bex; type Insert the quar-
ter figure here.

Skyle: Title:
IStop j IIn\-'aIid Data

Etror message:

° Yfou must enter a number in this dell.] :1

c. On the ErrorAlert tab, from the Style
drop-down Jist, if necessary select Stop.

& In th& Title’ text box, type Invalid Data.
In theError Message text box, type You
must enter a number in this cell.
Clear all | ,_CEj Cancel I

d. ~€lick OK.

Figure 1-2: The.error-alert.

What happens when you select a cell andAry to enter some text, rather than a number
into,one-of the data cells?

A comment type message telling vou what you should enter in the cell is displayed when
vou first select the cell. When you try and enter text rather than a number into one of
the cells, the error message that-you created is displayed.

Q ou must enter a number in this cell.
Cancel |
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Toric C

Customize Menus

In addition to customizing your data, you can also customize your workbook environment. One
of the most useful features of Excel is the ability to customize your menus. In this topic, you
will add a custom menu that contains menu choices you use frequently in your workbook.

When you are working in Excel, are there menu choices that you use frequently? Imagine how
much more productive you would be if you had all of those frequently used menu choices en
one, easily, accessible menu. In Excel 2002, you can do just that.

Customize Menus

Procedure Reference: Create and Customize Menus

To create and customize a menu:

1. Open the Customize dialog box.

2. Select the Commands tab.

3. From the Categories list, select New Menu.

4. From the Commands list, drag the New Menu,to the menu~bar.
5

Select the categories and commands that yod want to place on the menu and drag
the commands to the new menu.

Activity 1-3

Customizing Menus

Setup:

My Office Supplies.xls is open.

Scenario:

Since you find yourself working with Excel more and more, yog=#ant to create a menu that
will house all of the meru-Choices-that you use most frequentiy-"These include saving the

workbook, closing the workhook, prititing the workbook, cut, €opy, and paste. You will call the
menu My Menu and when you~have finished creating your\custom menu, you will observe the
changes and then you will delete it.

Lesson 1: Customizing your Workbook
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Q

You may want to demonstrate
this activity before you have
the students do it because it
can be complicated and it is

easy to make a mistake.

10

What You Do

How You Do It

1. Open the Customize dialog box, and
create a new menu next to the Help

menu on the Menu bar.

a. Choose Tools—Customize and select the

Commands tab.

Toolbars |, | Options |

To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar,

Cateqgories: Commriands:
[0 ( mew... i’
|:| e
Insert &
Format _l l Opan
Tools "'I
lose
Data
Window and Help Save LI
Drawing
Autoshapes L!

Selggted command:

i
[rescHpan | [fanify Selection '|

)

b. ~In the Categories list;, s¢roll down and
select New Menuy

c. From the Commards list, drag the New
Menu to the'menu bar and place it next
to the Help Menu.

Be Edt ew Fust Fomst Iook [ata Windom el [New e ]

2. Add the following commarids to the
New Menu: Save, Close, Print, Cut,
Copy, and faste.

aZ{_From the Categories list, scroll up and
seiect File.

b. In the Commands list, select the Save
command and drag it over the New
Menu on the menu bar. When the New
Menu drops-down, place the Save Com-
mand in the drop-down menu area.

I E B g Feee Ryeel bl Da e e | Wemelen
OdeYy L7 1B - '-1‘:_}-'i 5 R o < Y
aasd =t 5 W F I'I.'-Hjﬂx,i_.;_': A R T
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c. Add the Close command in the same
way, under the Save command.

B
Mew Menu

q [ save
Y Close
d. In the Categories list, select@dit. @

e. Add the Cut, Copy, and P co ds
to the new menu.

&
Mew Menu \
n Save

Close

Cuk
copy
Paste

/TN

fol o =<

Lesson 1: Customizing your Workbook 1
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12

to My Menu. When you are finished,
look at your new menu.

3. Change the name of the New Menu a.

Right-click on the New Menu.

In the Name text box, select the text
New Menu and type My Menu.

Reset %

Delete

Pdarme: |Mv Menul

o

Copy Butbon Image
Paske Buttun@age

Resek Button Im

Edit Buttol N

£

Click Close in %Customize dialog box.

Display th
have your

y Menu menu. You now
custom menu.
I ,

4. Delete the custom meﬁN a.

Click Close.

N/
h@l’ ools—Customize.

ig-the My Menu menu off the menu
onto a blank area in the workspace.

4/@%
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TopricD

Customize Toolbars

Now that you know how to customize your workbook by adding custom menus, you will want
to know how to customize toolbars. In this topic, you will learn how to customize the toolbars
by adding and deleting toolbar buttons.

Nothing is worse than clutter when you are trying to get something done. Have you ever
noticed how many toolbar buttons there are and how few you actually use? Well,/in Excel you
can remove the toolbar buttons you don’t use, and add ones that you would use.

Customize Toolbars

Procedure Reference: Customize Toolbars
To customize existing toolbars by adding and deleting toolbar buttons:
1. Open the Customize dialog box.
2. Select the Commands tab.
3. Drag the desired buttons from the Commands list to thetoolbdr to add a button.
4. Drag the unwanted buttons to the workspace to delete thent.
5. Click Close.

Activity 1-4

Customizing Toolbars

Setup:
My Office Supplies.xls is open.

Scenario:

You have found when you are working.in Excel, that many of(the buttons on the toolbar do
not get used. You would like to_remove some of these buttoriso=you can reduce some of the
on-screen clutter. You widlixtemove-the E-mail, Search, anddssest Hyperlink buttons and then
you will add the Protect Sheet-button'next to the Save button.“When you have finished, you
will reset all toolbars to-their defaalt state.

Lesson 1: Customizing your Workbook

LEsson 1
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14

Choose Tools—Customize.

From the Standard toolbar, drag the
E-mail [—]button off the toothar into

Drag the Search @ button off the

Drag the Insert Hyperlink button off

From the Categories list, select Tools.

What You Do How You Do It
1. Open the Customize dialog box and a.
from the Standard toolbar, remove
the E-mail, Search, and Insert b
Hyperlink buttons from the toolbar. :
the workspace.
C.
toolbar.
d.
the toolbar,
2. Add the Protect Sheet button to the a.
toolbar, placing it next to the Save
button. Observe the changes to the b

toolbar.

From the Cammands list, scroll down and
select the Protect Sheet command. Drag
the-command to the toolbar, and place
it next to the Save button.

DERHESR Y, 2R

c. Click Close.
3. Reset the toolbars. o a. Choose Togis=Customize.
b. Clickor) the Toolbars tab.
c. Verify/that Standard is selected in the
Toolbars list and click Reset.
d. Click OK.
e. Click Close.
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TopricE

Create a Macro

Another way to customize your workbook to make working in it more efficient is to create and
run macros for the tasks you frequently perform. In this topic, you will create and run a
macro.

Imagine that you have a workbook that contains multiple worksheets. On each of these
worksheets you want to bold the text in cell Al and add a color to it. Then you want to format
the data cells so that they appear as currency. Finally, you want to add bold and italics to the
headings. You think you are going to have to perform each individual keystroke oiyeach
worksheet within your workbook. You can create a macro that will do all of thig for-you in
one easy step.

What is a Macro?

Definition:
A macro is a group of user-created instructions that automates gne or.more operations.

In Excel 2002, you use the computer programming language Visual Basic for Applica-
tions to create macros.

Example:

Imagine that every time that you create a new worksheet in Excel, the first thing you
do is insert the company logo into cell Al, change the fent of the entire worksheet+o
Times New Roman and change the font size’to 8pt:In Excel, you create a jtracro) that
will do all of this for you automatically.

Analogy:

A macro is like a housekeeper. You explain-ail’of the things you want/the housekeeper
to do to clean your house once, and then when you ask him to “clean the house,” he
will do it exactly the way you shawed him following all the instragetions you provided
automatically.

Create Macros

Procedure Reference: Create.a Macro

Anytime you find yourself performing repetitive keystrokes or tasks, consider record-
ing your keystrokes as-a“macro. To create a macro by recording it:

1. Open the¢Reeord Macro dialog box.
2. In the Macro Naype text box, type the nanie of your new macro.
3. Perform-the keystrokes that you want to automate.

4, _Click the Stop Recording button.

Lesson 1: Customizing your Workbook
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AcTtivity 1-5

Creating and Running a Macro

Setup:
The file My Office Supplies.xls is open.

Scenario:

In your file My Office Supplies, you want to add color and increase the font size of the cell
that contains the title, bold and italicize the column headings, and/fermat-that-data to currency.
Rather than have to perform the keystrokes on each sheet, you will create a macro named
My_Macro that does all of these things for you. You will then run this macro on the European

worksheet and finally save the file.

What You Do

How You Do It

1. Open the Record Macro dialog box
and name the new macro
My_Macro.

a.

o

Macra narne:

Choose Tools—Macro—Record New
Macro.

In the Macro Name text box, type
My_Macro.

IMy_Mach|
Shortcut kew:

Descripkion:

Skore: macro in:
rf_
!Thls Warkbaak, j

cul+]

Macro reparded 862001 by apreston

QK I Cancel

Click OK.

2.  Whilé recording the macro, format
celi’A1 to be 18 pt with a text calor
of/blue.

Select cell A1.

From the Font Size drop-down list, select
18.

From the Font Color drop-down list,
select blue.
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3. Add bold and italics to the column
headings.

Select the range A3:E3.

Click the Bold button.

Click the Italic button.

4.  Apply currency formatting to the
quarter data.

Select the range B4:E7.

Select Format—Cells.

On the Number tab, in the category list;
select Currency.

Click OK.

5. Stop recording the macro, and run
the macro on the European
worksheet. Save the file when you
are finished.

Click the Stop Recording E button.

Click on the European-shegt tab.
Choose Toocls“Macro-4Macros.

Verify-that My_Macro is selected and
click-Run.

Save the fite.

Toric F

Edit a Macro

Now that you have learned how-to create and run a macro,-voitrwill want to know how to edit
one in case you need to update an existing macro. In this topig, you will learn how to edit an

existing macro using the Visual Basic Editor.

So you have created your miacro. What happens though-if-you need to add an action to it, or
change an existing action?’ D¢ you have to delete the.macro and start from scratch? You can
just edit the existing macre-{o’suit your changing needs.

Lesson 1: Customizing your Workbook
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Edit a Macro

Procedure Reference: Edit a Macro
To view and edit a macro in Visual Basic Editor:
1. Choose Tools—Macro—Macros.
In the Macro list, select the Macro you want to edit.

Click Edit.

2
3
4. Make the changes to the macro in the Visual Basic Editor window.
5. Click the Save button.

6

Close Visual Basic Editor and return to Excel.

Viewing Macro Code

After recording a macro, not only can you run the macro;.bat you can also examine
and edit the macro code itself. The code can be viewed.and edited in the Visual Basic
Editor.

VBA code is stored in modules. Excel Stores the modules with the workbook, and they
open when the workbook opens. Youlcan ¥iéw modules by using the Visual Basic Edi-
tor, and selecting the module you would”like from the Projects window.

Sub Procedures

A module sheet in an Excel wotkbook may contain many Sub/ptecedures. A Sub pro-
cedure is a named sequence of Statements that are executed,as a unit. All executable
code must be contained in & procedurer Some Sub procedures/Call (or refer to) only
other Sub procedures. Sub/procedure names must begin Withjan alphabetic character,
cannot contain embedded periods) gr spaces, and must be umique.

Code Components
VBA code consjsts_of statements and comment 4ext{Statements are instructions
executed when(the macfo is run. Comment text, which begins with a single apostrophe,
is just a comment-and it is not executed. The<fellowing table lists what statements con-

sist of.

Statemient Etement Explanation

Keywerds Terms that have special meaning in VBA. By
default, keywords appear as blue text. For
example, Sub and End Sub are keywords that
mark the beginning and the end of a Sub
procedure.

Opéerators Used in much the same way as they are on a
worksheet, they can be arithmetic (+,-), con-
catenation (&), logical (And, Or), or
comparison (=, >, <).

Variables A storage location that you designate with a

unique name. The variable is usually modified
during the execution of the Sub procedure.
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Statement Element Explanation

Procedure calls You can place the name of a Sub procedure
inside other Sub procedures. Some Sub proce-

dures call only other Sub procedures.

Activity 1-6
Editing Macros

Setup:
The file My Office Supplies.xls is open.

Scenario:

You have spent some time creating your macro. There is only one
chose for cell Al is too big. So, you are going to edit your mac
When you are finished, you will save and close the file.

What You Do How You Do It

- X/
Tools—Macro—Macros. &

y_Macro is select@

1. Open the Macro dialog box and a. Choo
open the My_Macro macro in Visual
Basic Editor.

PRy
] i =il AR
> —~ ey =
\wwull QW =
| O =
§ Pangs 437 B S0t @
Minn B el Lo, P
/ iMams ® TAEERI™
i Siam = 1R
. Brrakschroagk = Falme
. Eupa tpr = Pyl
Saba Tz = T
.tciisafant -
~Euniow = Fal
.Ilmﬂ'llm 11 v i
i L 1 T
u L
cetion &N pAcs = 19
action; o Tml>z
acEl ic Terom
actt = = Trem
L 5 Amles -
| " "
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2. Using the screen shot as a guide, edit
the macro so that cell A1 is 14 pt
and the column heading range that
is bolded and italicized is B3:E3.

a. In the fourth line of the macro, change
the size to 14.

b. In the line that contains the range A3:E3,

change the A to B so that the range

T

Feage i "A17) . Select
~Hams = Siriml®
= i

. 11
BrpiReThroagh = Falss
BiapeEaitipt = False
Bubrepipt = Falas
sOetlirafoot = Fales
-Jkadaw = Fales
JOedariins = pllledarlinsScylalzns
cCmlog TRS s = @ ANEoWAL I

el With

BeLeat ion, Fal  Colat ingcs = 4%
Belection.Fant Bold = Falie
Sglectinn. Fant . Itsliz = Trus
Ssleccion. Fant bald = Tous
Bamgs (*B1:E3"| . Select
Geleccion. Foant, faid = Trus
#ebeation, Fant, Jxakie = Frus
Bamgs | YELI 077 B ler)

Belection. HusbecTores = 14, §80. 007

Exd Sub

- reads B3:E3. @
=

3. Save the changes to the macro and
run the edited macro on the N.
American worksheet. When you are
finished, save and close the file.

A

)
<y B
N

font size in cell A1 is 14 and only
ter headings were bolded and

& Qe and close the file.
@. Close Microsoft Visual Basic.
I

©©

=5
9
3
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Toric G

Group and Outline Structured Data

Another way you can customize your work space is by changing how you view your data. One
way to view your data is to create an outline. In this lesson you will add group and outline
criteria to a range.

Have you ever had a worksheet that contained so much data you had a hard time moving
through it and finding the particular data that you wanted? Well, if that is the cas€ then Quilin-
ing can help. Outlining your data makes it easier to move through and locate data irfa-large
worksheet.

What is an Outline?

An outline is a structure that you add to your data that can have up to eigiii-levels of
information. You can show and hide each level of detail to make viewing|large ameunts of
data easier.

Table 1-1: The Outline Symbols
Symbol Description

Row- or column-level symbols These symbols display nurnbers and appear abgve
and to the fleft of the Select All box. You can/dis=
play specific.levels of outline information by
clicking on these_symbols.

1
s
3

1|2|3|

Row- or column-level bars These-batrs_appear above the column heddings and
to~the left of the row headings/They/span the
ranges grouped in an outline {evel (one end points
to-the first cell in the level, therother is immedi-
ately after the last cell in_the-level).

Hide detail symbols These symbols appear as minus (-) signs and are
used to hide roWws_or/columns of information indi-

cated by the_row= and column-level bars.

Show details symbols These symbols-appear as plus (+) signs and are

- I used tg/display hidden rows or columns of
informaiion:

Lesson 1: Customizing your Workbook
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Create an Outline

Procedure Reference: Create an Outline

To automatically create an outline structure for your worksheet data:

1. Select the range for which you want to create an outline. (To creai€ an outline for
the entire worksheet, you can select a single cell.)

2. Choose Data—Group And Outline—Auto Outline.

p If you don’t want the outlining symbols to appear in your,eutline, cheose Topls—Options and
select the View tab. Under Window Options, uncheck Outline, Symbois.and click OK.

Activity 1-7

Creating an Outline

Data Files:

e Product Sales.xls

Setup:

Excel is running and no files are open.

Scenario:

You have a worksheet that contains a large amount of data. You(freqiently work in this
worksheet and you would like to\rnake it)easier for navigating“thréugh and locating data. So,
you will create an outline inrthe Preduct Sales file. When you are finished, your figure will
look like Figure 1-3.

1| [
1 r - r - -
3| . < . . . .
1T | A N | G/ 0 [ EJTF I A&AFH [ 1 [ 4 [ K [ L | ™
0ir 1 Oir 2 v 3
1 Jan Frb Mar Total Apr May June Total Jurhy A Sept Total
2 Sales
3
4 7 Total Books P ] 600 | §1 475 HEA0 $E00 #|5 87E 75 T 550 §2.100
: B
; ]
* 10 Jaaz 00 350 7a s Fi. 25 300 925 200 300 25 ETh
11 |Chgasicat 3% 325 250 §500 0 A0 250 &m0 250 E ] & §H2S
12 [REH 250 3m s SSE2S 200 250 25 §ETS 250 3 Bl s900
= 13, Total CDs and Tayes 8rs §a7s 200 §2 550 §750 75 £775 | §2 300 g0 925 575 §2 500
: 14
= 15 Total Sales 125 §5 700 %4125 $1400 1375 1300 Sa075 ) §1475 0 W 700 §1425 S EOD
(1]
17
id
19
il

Figure 1-3: Product Sales.xls after an outline has been created.
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What You Do How You Do It

1. In the file, Product Sales.xls, what are some of the different ways you might like to
view this information?

Answers will vary.

2. In the Product Sales.xls file, with cell a. Verify that cell A1 is selected.
A1 selected, create an outline.

b. Choose Data—Group And Outline
Outline. The outline has been created.

.
4

A
~
3. Using Table 1-1 as a guide, identify each of the outline symbols. Which symb you
think you will use the most when you use the outlining feature?
Answers will vary. QO
—
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4. Using the outlining symbols, expand a. Click the column-level symbol 2. The
and collapse all of the levels of the view included only quarterly and annual
outline to view and hide the data. sales data.

When you are finished, save the file
as My Product Sales. .
-
11 2|3 |

b. Click the column-symbol\1. The view
included @nly annuat-sales/data.

c. Click the calumn-teval symbol 2, to
retdpn toquarterly.and annual sales data.

d. Ciickthe show detail symbol above col-
umn M. This view includes data for only
{he third\quarter.

) ] ) ) j
/[ |

(/ I /4 K

L | W |
Qtr 3
duly Aug Sépy Total

240 200 225 Be74
300 325 (75 | 300
225 250 180 $B25

§775 TR #4540 | $2.100

200 200 275 F7a
25() 325 260 0 B325
240 300 350 | p800

F700 $9258 #3756 | 52,500

pivAFe | B1.700 0 §1.425 4600

e. Click the hide detail symbol above col-
umn M. Excel collapses the third quarter.

f. Click on the row-level symbol 2. The
view includes only summary data.

on

Tuin off your outline. Save and a. Choose Data—Group And Outline—Clear
close the file. Outline.

b. Save the file as My Product Sales and
close the file.
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Lesson 1 Follow-up

In this lesson you have learned how to customize your workbook. You learned how to apply
conditional formatting, add data validation criteria, customize menus and toolbars, create and
edit macros, and group and outline structured data. You are now ready to customize your
workbook making it more productive to work in Excel.

1. Of the ways that you learned how to customize your workbook in this lesson, which do
you think will be most useful to you and how will you use them?

Answers will vary.

2. What is one macro that you could create back at your office that would make your-job
easier? What are the tasks involved in that macro?

Answers will vary.

Lesson 1: Customizing your Workbook 25
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LESSON 2
59 minutes to 60 min-

’ utes
Working with Multiple Daia
Sources

Lesson Objectives:

In this lesson, you will work with multiple workbooks to create a workspace, consolidate data,
link cells, edit links, export Excel data into XML, import XML data into Excel, and creat¢’ a
Web query.

You will:

e  Create a workspace that includes multiple workbooks:
e  Consolidate data by position and by category.

e  Link cells in two different workbooks.

e  Edit existing workbook links.

e  Export an Excel worksheet as structured XML data.

e  Import XML data.

e  Create a Web query using XML data.

Lesson 2: Working with Multiple Data Sources 27
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Infroduction

By now, you should have a pretty good understanding of Excel and how to work with
worksheets and workbooks. In this lesson, you will learn how to work with more than one
workbook and data source by creating a workspace, consolidating data, linking cells, importing
and exporting XML data, and creating a Web query using XML data.

Imagine having several workbooks and data that you work with frequently..Now imagisie that
you want to use information in each of the workbooks at the same time. This eould be a very
inefficient way of working with your data. In this lesson, however, you/will fearn how to effi-
ciently use information from other workbooks and how to use multiple(workboaks at once.

Topric A

Create a Workspace

One way to efficiently work with multiple workbooks 1s-to-ereate a workspace that contains
many workbooks. In this lesson, you will begin woiking with multiple workbooks by creating
a workspace.

Imagine that you come into work every day and epen/the same three workbooks that you work
with throughout the day. Each day you need to resize‘each workbook wiidgWw/so they can all
be seen in the same window. You spend dbout 10 minutes sizing and r¢sizing’ so that it appears
just perfect. Then, at the end of the ddy, you close all of the workbooks. The next day you
come into work and have to do the same thing all over again. Wouldn/t+t be nice if you could
save those display settings that ygtrso-meticuiously set so that yga don’t have to do it over
and over again? Well, you can by \creating Ja workspace.

What is a Workspace?

A workspace is an Excgl/file that includes several workbooks. A workspace file allows you to
open multiple workbooks.in the same step. The workspaee/file contains location, screen size,
and screen position/data about each workbook. It ddesn)t, however, contain the actual work-
book files. Workspaces make it easy to distribute, unife’m views of multiple files to multiple
users on the sarmie network.

Creaté a Workspace

Procedure Reference: Create Waoikspaces

To _create a workspace file:
1./ /Open all the files that:you want to include in the workbook.
Size and position the workbooks as you would like them to appear.

Choose File—Save Workspace.

> ow N

In the File Name text box, name your workspace.

When you save a workspace, you will notice that there is a different icon associated with the
workspace than the usual Excel workbook icon.
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5. Click OK.

ﬁ You open a workspace file the same way you open any other Excel file.

AcTiviTy 2-1

Creating a Workspace

Data Files:
e Employee Personal.xls
e Employee Benefits.xls

e Employee Location.xls

Setup:

Excel is running and no files are open.

Scenario:

You are in charge of updating the employee information that is stered. in ihfee different
workbooks. You have found that as your company grows you are using these three workbooKs
together all the time. So, you want to create a workspace called My Workspace from the files
Employee Personal, Employee Benefits, and Employee Location and size them so that wiien
you open the workspace all three workbooks are opened at-the.same time with the display
intact.

What You Do HowYou Do It

o

1. Open the files Employee Choose File—Open.
Personal.xls, Employee
Location.xls, and Employee
Benefits.xls, and size the

workbooks.

B.) In the My Documents-folder, select
Employee Benefits.

c. Hold down the:[Shift] key and select
Employee/Personal to select all three
files.

d. Click Open.

Lesson 2: Working with Multiple Data Sources
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2. Arrange the windows vertically, so a. Choose Window—Arrange.
that they can all be seen at the
same time. Using the File menu, cre-
ate a workspace, saving it as My
Workspace.

b. Select Vertical and click OK.

c. Choose File—Save Workspace.

d. In the File Name text box,type My
Workspace.

e. Click Save.

With a workspace file, all the workbooks included are opened at thg samé time..However, when closing the
workspace, all the workbooks need to be closed separately.

3. Close the workbooks and then open a. Click-the Close button on all the open
the new workspace. Notice that a workbooeks.
workspace file is opened the same
way that a workbook file is opened.
When you are finished, close all the
open files without saving changes.

b. Cheosefile—Open.

¢/ Select My Workspace and click Open.
Notice that all the workbooks were
opened for you and they appear as they
did when you saved thenf.

d. Close all the open-workbooks.

Toric B

Conscalidate Data

Sometimeswhen you are working in one workbook, you will want to use data from other
workbooks. In-this lesson you will work=with=multiple workbooks by consolidating the data
from sevyeral workbooks.

It ig-your job to-Summarize the sales\report of three different sales reps. You have a sheet that
you/warit to\summarize the inforpiation on, so you assume that you need to open one work-
boek, copy/the information from that/workbook, close it, paste it into the summary workbook,
and repg&at-those steps for all the workbooks you want to gather data from. Well, Excel lets
you skip that long process. You can summarize the data from multiple worksheets into one
worksheet quickly by consolidating the data.

Excel 2002 - Level 3



What is Consolidating Data?

Consolidating data is the process of summarizing data from several ranges into a single range.
The range data can come from the same worksheet, or workbook, or from different workbooks.
You can consolidate data when the data has an identical structure (by position). You can also
consolidate data when the data is similar, but in different relative locations, or the data has a
different number of rows or columns in each category (by category).

Consolidate Data

Procedure Reference: Consolidate Your Data

You can consolidate your data by position or by category, and both are done similarly
by selecting the area you want the consolidated data to appear in, and then‘selecting
the data you want to consolidate. Once you have consolidated yout. data, viewing/it is
similar to the way you view an outline. To consolidate data:

1. Open all the files that you want to consolidate.

2. Select the worksheet and the cell or range of cells where you want the’ consoli-
dated data to be placed.

3. Open the Consolidate dialog box.
4. Add all the ranges that you want to consolidate in the _other syorksheets.

5. Click OK.

AcTiviTy 2-2

Consolidating Data

Data Files:

e Jaen.xls

e Hanover.xls
e Monder.xls

e Consolidation.xIs

Scenario:

You have three sales reports~(Hanoyer, Monder, and Jaen)-that need to be summarized. You

have the report on whiehyou want/to consolidate the data (Consolidation.xls). You will con-
solidate the range C5:C14-on each of the worksheets7n thi¢ Consolidation worksheet. When

you are finished, save the-file/as My Consolidation aad close the file.

Lesson 2: Working with Multiple Data Sources
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What You Do How You Do It
1. Select the range where you want a. Open the files Hanover, Monder, Jaen,
the consolidated data to be placed and Consolidation.

on the Consolidation worksheet.

b. Activate the Consolidati kbook.
c. Select the range C5:C14:
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2. Using the Data—Consolidate menu
command, add the reference of
C5:C14 on each of the three
worksheets that contain data.

a. Choose Data—Consolidate.

b. In the Consolidate window, next to the
Reference text box, click the Collapse
Dialog button. The Consolidate win-

dow is minimized, allowing you to select
the range you want to be used as a
reference.

c. Switch to the Monder worksheet, select
the range C5:C14, and press.[Enter]:

d. Click the Add button to add.the specified
reference to the All References-section

Function:
ISum j

Reference:
o

nider, xls

Feet IECESCHY N~ /[ |

hestittCeodcers/ / /> | add |

LI Delete |
se labels in
r Tap row
[ Left column [ cCreate links bo source data

All references:

e. Usethe same technique to.add,the range
C5:C14 on the Jaen and Hanover
worksheets to the All References area.

w solidate

Funickion:

N 21

ISum j

Reference:

se labels in—<—
[~ Top cow
[ iafe colamid [ Create links to source data

K I Close
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3. Create links to the source data and
finish the consolidation. Observe

Check the Create Links To Source Data
check box.

the consolidated data. You will view
the data in a later activity. When you

are finished, save the file as My b. Click OK. The consolidated data appears

as an outline in the Consolidation

Consolidation.

worksheet.
sl | A | e EENND Y E

1 Consolidated Sales Report

2] Japdary, 1990

3

| 4  |em Code Ieem Price Ufy‘. Sales Commission
+ @ 1 18] <178/ /1000 § 25
* 2 .53 B;I % £35 46 3 8132
+ 3 ag| E[S 245000 5 370
+ d 7ol 45]s 35040 8 EmA1
+ 5 76220 48ls 114330 8 1710
+ 5 x| T I 943 | § 1.41
+ 7 seagf q@ls 1os1Es 8 157 7S
- I B o=z, A1) % 41820 3 el /3
+ 4] 7 na| #@s 904 3 TE
+ A 10 ME7) 3Els SRz 3 Tem

| 45 Totals: § 1012450 § 1518.60

&
./ Save the files as My Consolidation.

AcTtiviTy 2-3

Viewing Consolidated-Data

Data Files:

e View Consolidated.Xis

Setup:
The file My Cctiselidation.XIs is open.

Scenario:

Now that you have_consolidated your data;—ou want to view it so that you can verify your
data. You will first'display all the hidden data, then you will hide it.

What lou Do How You Do It

. What does cell C8 contain? How does the range appear that is included in the formula?
Cell C8 contains the formula =SUM(C5:C7). The range C5:C7 is hidden in the outline.

2.~/ View all the hidden data. a. Click the row-level symbol 2.
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3.  What do cells C5, C6, and C7 contain?

Cell C5 contains a link to the Hanover workbook. Cell C6 contains a link to the Jaen work-
book, and cell C7 contains a link to the Monder workbook.

4. Hide all the detail data. Save and a. Click on the row-level symbol 1.
close the file My Consolidation.xls.
Close all other files without saving

changes. b. Save the My Consolidation file. Close the

file.

c. Close all other open files without saving
changes.

Use Labels In Section

If you would like to consolidate data by category, in the Use Labels-In section, check
the proper check box that will describe where the labels appear (in the data source
range. The choices are Top Row, Left Column, or both.

Discovery AcTiviTy 2-4

Consolidating More Data

Data Files:

e Category Consolidation.xls

Setup:

Excel is running and no files are open.

Scenario:

You have a workbook, called Category €onsolidation, that contains multiple worksheets. Each
worksheet has some information on it that.yeu would like to consgiidate onto one sheet. The
only problem is that these worksheets-were)not created with the Samestemplate. They contain
similar information, but the data is located in all different areas/ You will consolidate the simi-
lar information on the Consolidated worksheet within the wotkboeK. When you are finished,
you will save the file as My Category Consolidation.

1. Open the file Categery Consolidation.

2. What inforination onthe three sheets in Category Consolidation.xls is similar, and what
is different?

The tyne of-data that the worksheets contain is similar, however, the location in which
the similar_infoermation is displayed is different on each sheet. Some worksheets contain
information that is unique to itself, while some worksheets contain data that is similar to
the other worksheets.

Lesson 2: Working with Multiple Data Sources
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3. On the Consolidated worksheet, select cell A6 and consolidate the data from columns A
and B of the three worksheets, Jaen, Monder, and Hanover. (In this activity, the Com-
missions column will auto-generate totals for you.)

ﬁ To bring in the unique labels of Column A, make sure to check the Left Column option under the Use
Labels In section.

4. What effect did the consolidation have on the worksheet.

The data from the other worksheets was placed on this worksheet:

When you are finished, save the file as My Category Consalidation and-close the file.

Toric C

Link Cells in Different Workbooks

You have seen how you can save time and be more-efficient while working with multiple
workbooks by associating data. Now yoa,will link various cells in diffefent-workbooks.

Linking workbooks is another way to prevent you from having to open multiple workbooks
and copy information between workbeoks that;you need. Instead, you/Zan create links to do
that for you.

Link Workbooks

When you want one workbook to~use’ data from another-wotkbook, you create what is called a
link. You can link workbooks together by writing a formuly in one workbook that refers to a
value in another workbook. A reference to another workbook or to a defined name in another
workbook is called/an_external-reference. The workbook that contains the link to another
workbook is called the dependant workbook. Th¢ workbook to which a formula refers is called
the source workbook.

Link Cells in Different Warkbooks

Procedure Reference: Link Workisooks
To-link two workbooks togetier:
1.//0Open the workbook that/you want to contain the links.
2. Open the workbooks that you want to link to.
3. Select the cell where you want to place the formula that will contain the links.
4

Begin creating a formula, selecting the cells in the other workbooks that contain
the data you want to link to.

5. Press [Enter] when you are finished creating the formula.
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ﬁ Press the [Enter] key to enter the formula and to advance to the next row. Press [Ctrl][Enter] to
enter the formula and to keep the cell selected.

AcTiviTy 2-5

Linking Cells in Multiple Workbooks

Data Files:

e Finch.xls

e Decker.xls

e Simpson.xls
e  Summary.xls

Setup:

Excel is running and no files are open.

Scenario:

You want to calculate the total sales and total commission for the threeSzles reps using the
files Finch, Decker, and Simpson. You will use the Summary workbook to add links to these
workbooks and calculate these totals.

What You Do How You-Do it

1. Open the files Summary, Finch, a.\ Click the Open button.
Decker, and Simpson

b..“Browse and select the/files named Sum-
mary, Finch, Decker;-and;Simpson with
the mouse while hotding)down the Ctrl
key.

c. Click Open.

2. What are the similarities between the Finch, Decker, Simapson, and Summary work-
books?

Each workbook is setup_identicatly. Each worksheet shows an item code, item price, and
quantity sold for 10 items. Each worksheet also calcutates the total sales and the commis-
sion for each item:

3. Activate the Summarny:xi{s workbook a. Ciick on the Summary workbook in the
and select/cetl. AS, This is a simple task bar.
summary/worksheet that will show
totalsales-and.commissions for
January.“You wiltylink this worksheet
to valuesin the other three.

b. Select cell A5.

Lesson 2: Working with Multiple Data Sources
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4. Create a formula in cell A5 that a. With cell A5 selected, type =.
sums cell D15 in each of the three

workbooks. b. Choose Window—Finch and click on cell

D15.
c. Type +, to continue the/formuta.

d. Choose Window—Decker, click on cell
D15 and type +.

e. Choose Windew—Simpsoin, click on cell
D15 and press-[Ctrl][Enter].

5.  What has happened to the contents of cell A5 on the, Summary-worksheet?

A formula that sums the content of cell D15 in €ach.worksheet has been entered into cell
A5. A5 now contains the Total sales figure.

Save the file as My Summary and close all.epen files witihout saving changes.

ﬁ Because these workbooks are now linked, whénever/'you make,a change to one of the workbooks, the
information that is linked to them will change_as.well.

ToricD
Edit Links

Now that you have created-links/in your workbookyyou, will need to know how to edit these
links. In this lessor~you wiliedit the links.

You have creatéd-links inva’worksheet, but one/of\the source document names has been
changed. If yon don’t-change the link, the datathat is being used is not correct. For example,
if you have/an address ook and you use it te_address letters, and the name and address of
someone has echanged and you don’t updateyeur address book, you will be sending letters to
the wrong-person-arnd they will never get the information you wanted them to.

Edlit Links

Procedure Reference: Edit Links

You can redirect the links in a dependant workbook by using the Edit—Links
command. To redirect the links:

1. In the Edit Links dialog box, click the Change Source button.
2. Select the name of the workbook to which you want to redirect the link.

3. Click OK to return to the Edit Links dialog box.
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4. Click OK to close it.

AcTiviTy 2-6

Changing the Source Document

Data Files:

e New Summary.xls

Setup:

Excel is running, no files are open.

Scenario:

Janet Simpson is changing her name to Janet Sandeford. Her workbook, which is likened to
the New Summary workbook, has to be renamed Sandeford, instead of Simpson.~This change
will require you to change the link in the New Summary workbook,, Onee\you haye updated
the links, you will save the file as My New Summary and close th¢ workbeok:

What You Do How You Do'it

1. Open the file Simpson.xls and a. Open the file Simpson.
resave it as Sandeford.xls. Close
the file when you are finished and

open the file New Summary.xls. b. Choose File—Save As. In the File Name

ﬁ The file New Summary is the same file

you were using in the previous activity. c.\ €lose the Sandeford file and-apén the

New Sdmmary file.

d. “€lick Update to update the existing links.
If necessary, click Gontirjue.

text box;-type Sandeford and click/Save.

2. Using the Edit menu, change the a. Choose Edit—Links-i0 display the Edit

source file of Simpson.xls to
Sandeford.xls.

Lesson 2: Working with Multiple Data Sources

Links dialog éx. The Summary workbook
is still linked_to the Simpson workbook,
not the néw workbook Sandeford.

If yau.change the name of a source workbook
when 1is dependant workbook is open, Excel
wiil\automatically change the link. In this case,
the/dependant workbook wasn’t open, and the
link hasn’t been changed.

Select Simpson.

Click Change Source.
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d. In the file list, select Sandeford and click
OK. Sandeford now appears in the Source

File list.
fran ek 2=
Soairge T £ | el Lipdala Vaues
[arsdalord.di_werkshast A ____tx________/ ~—~ ~J
Finchads Worbshest A [=3 Changs S
Cmcker.oh  Warkshast A o _—I
Lot Soance
Break Link.
Chech Rahus
Locotion:  CADODUIES o Seltings i ey Docats
e
[rr & gt r
Z-artup Prompt Ll

e. C(iick Close:

3.  What has happened to cell A5 in the New Summary workbook?

The references to Simpson has now been changed to Sandeford.

Save the file asMy New Summary and/ciose the file!

ToricE

Export Excel-Data as Xt

In order to work with multiple{data sources efficiently;~you /may need to export your Excel data
so that it can be used in\a“different application. OngZway that you might want to export your
data is using XML“which wiii make it available on“the/Web as long as there is a stylesheet
associated with jt.

Imagine that you want to/add some informationto your company intranet. The person who is
in charge of-putting together the intranet says.that you need to give him your information in
XML format.-You _could take a few XML classes and learn how to program your data yourself,
or you could just-export your Excel data ass XML and save yourself a lot of time and energy.

Whai-is XML?

Extensible’ Markup Language (XML} is similar to HTML in that it is a method for putting
structured data in a text file and contains the information necessary to multiple applications to
read~the text file and convert it back into the structured data by using tags.

XML tags describe the data in the text file. Unlike HTML tags though, XML tags do not
include formatting or what the data should look like on screen. The following is a list of some
of the features that are not retained when exported into XML from Excel.

e  Auditing tracer arrows
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e  Charts and other graphic objects

e  Chart sheets, Macro sheets, and Dialog sheets
e  Custom views

e  Data consolidation references

e  Drawing object layers

e Outlining

e  Password settings

e  Scenarios

e  Shared workbook information

e  User-defined function categories

e  Visual Basic for Applications projects

Export Excel Data as XML Data

Procedure Reference: Export Data
To export Excel data as XML:

ﬁ Exporting data as XML is very similar to saving a worksheet as a-WebZpage,/in/this case though, you
are saving the file as XML instead of HTML.

1. Open the worksheet that you want to export,

Choose File—Save As Web Page.

In the File Name Text box, type the nafiie you want to give the XML file.
From the Save As Type drop-down listy select XML worksheet.

Click Save.

g N w N
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Activity 2-7

Exporting an Excel Spreadsheet as XML Data

Data Files:

e Personnel.xls

Setup:

Excel is running and no files are open.

Scenario:

You are in charge of a worksheet that contains personnel information named Personnel. You
want to save the file as an XML worksheet so that it will be_ accessible’on the intranet within
your company. You will save the file in the My Documents foider-and name it My Personnel.

What You Do How You Dot

1. Using the file Personnel.xls, start the a./ Open the file Personnel, located in the
process of saving the file as a Web My Pocuments folder.
page.

b.~.Choose File—Save A3 Y¥eb Page.

2. Save the file as an XML worksheet a. In the file name text-box, type My
named My Personnel in the My Personnel.
Documents folder.

b. From the&ave-#4s Type drop-down
list,select XML Spreadsheet.

c. If neggssary, from the Save In drop-down
list, select My Documents.

d.~Click Save.

3. Close the werksheet and open the a.” Choose File—Close.
XML file in Notepad to see the XML

text, b. Choose Start—Programs—Accessories—

Notepad.

c. In Notepad, choose File—Open and from
the Files Of Type drop-down list, select
All Files.

d. Select My Personnel and click Open.
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4. What does the file look like?

The XML text is similar to HTML text and there are tags that indicated some of the struc-
ture and appearance of the worksheet.

5. When you are finished, close a. In Notepad, choose File—EXxit.
Notepad and all open files in Excel.

b. Close any open files in Excel.

Topric F

Import XML Data into Excel

Another way to work efficiently with multiple forms of data is to’ import the_datz. One of the
types of data that you may find the need to import is XML. In/this topi€, you will import
XML data into an Excel worksheet.

Imagine that your co-worker has placed some very useful information_on,he company’s
intranet site and you would like to place that information into an Excel Wworksheet. You coiid
copy and paste the text in each cell, running the risk of multiple errors, incomplete data,/dad a
pounding headache, but you would like to avoid that if possible. With Excel, you can quickly
and easily import all of the XML data into your Excel-workshegt,

Import XML Data into Excel

Procedure Reference: Import XML Data

You can import any properly structured XML data into Excel. To import an XML file
into Excel:

ﬁ Importing XML data into Excel is the~sarre as importing any other type of data into Excel.

1. Create a new, blank/workbook/in Excel.
2. Open the Select Data Source dialog box.
3. Select the XML file to_import.

4. Click Opén:
5

In the Iraport Data, select where you want the data to be inserted and click OK.

Lesson 2: Working with Multiple Data Sources
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AcTiviTy 2-8

Importing XML Data into Excel

Data Files:

e Import.xml

Setup:

Excel is running and no files are open.

Scenario:

A co-worker has sent you a file called Import.xml that was posted en the company intranet site
that you wanted to use in an Excel worksheet. It is an XML file and-yeu will import this data
into a new worksheet and save the worksheet as My Tmport.

What You Do How You Dot

1. In a new blank workbook, import a./ 'n a new, blank workbook, choose
the file Import.xml into the blank Data-5Import External Data—Import
worksheet. Data.

b. In the Select Data Soufce dialog box, from
the Look In drop<down list, select My
Documents.

c. In the file list, select Import and click
Open.

d. ClickOK.

2. What do you notice about) the imported file?

There is no formatting-inrthe imported file, but-the text and location of the text is
intact.

Save the file'as My’Import and close theTile.
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Toric G

Create a Web Query

In this lesson you have learned about using different sources of data in your Excel worksheet.
Another source for data is the Internet and XML sources. In this topic, you will create a query
that uses data from an XML source document.

Imagine that you have a worksheet that contains a formula that is dependant on the most
recent stock quote for a particular stock. Now imagine that when you get this infermation, you
open your Excel worksheet four times a day to update this information. To update this infor=
mation, you need to go to a Web site, copy the stock information, and then paste.it’into~your
worksheet. All of this needs to be done regularly so that you have the most.up-to-date
information. Now, imagine that you could get this updated information at the glick of-a button.
Well, you can by creating a Web query.

Create a Web Query

Procedure Reference: Create a Web Query
To create a Web query:

1. Select the cell in which you want the query data to be piaced.
2. Choose Data—Import External Data—New Web Query.

3. In the New Web Query dialog box, in the address-bar, type in the locationof-the
Web data you want to query.

4, Select the tables you want to query.

5. If you are importing XML data, click the Options button and select Full HTML
Formatting and click OK.

6. Click Import.

Lesson 2: Working with Multiple Data Sources
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AcTiviTy 2-9

Creating a Web Query using XML Data

Data Files:

e Available Commissions.xls

e Realestate.xml

Setup:

Excel is running and no files are open.

Scenario:

You are responsible for keeping track of the commissions that.are available on the houses that
are for sale in your department in a file called Available-Commissions. You have found your-
self constantly importing the house listing information’ (kept~in-a file called Realestate) into
your worksheet since this information changes on, a daily basis]Now you want to create a
query to that XML file so that the listing information is~updated daily. You will name the file
that contains the query My Available Commissions/and then close the file when you are
finished.

What You Do How You Do It v

1. In the file Available Commissions, a. Open the file Available Commissions.
create a Web query from the XML Observe that tiefeemulas for calculating
file Realestate.xml located in-the the commissions\are already set up.

XML Data folder on your C drive.
Use full HTML formatting and-place
the query data in cell A3'so that the
formulas will work.

b. Select cell A3.

c. Choesé Data—Import External Data—
NewWeb Query.

d-The file you will be querying is on your
hard drive so in the address bar type
c:/xml data/realestate.xml.

e. Click Go.
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f. Select the table that lists the four homes
for sale.
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Close the file.
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Lesson 2 Follow-up

In this lesson, you learned how to create a workspace containing multiple workbooks and con-
solidate your data from multiple workbooks. You also learned how to link cells from different
workbooks and then edit those links. You exported Excel data as XML and imported XML
data into Excel. Finally you created a Web query using existing XML data.

1. When you are working with multiple sources of data back at the office, which of the
techniques you learned in this lesson will be most applicable to you?

Answers will vary.

2. How will you use your new understanding of working with multiple sources of data?
Which of your projects that you are currently working on could benefit’from your new
knowledge?

Answers will vary.
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LESSON 3
59 minutes to 60 min-

Collaborating with Others
Using Workbooks

Lesson Objectives:

In this lesson, you will collaborate with other Excel users by protecting_your workbook, shat*
ing your workbook, setting revision tracking, merging multiple copies of the same workbgok;
and tracking changes.

You will:

e  Protect your worksheets.

e  Protect the structure of your workbook by protecting vour workbook.
e  Share your workbook.

e  Set revision tracking.

e  Merge four copies of the same workbook.

e  Track the changes in your merged workbook.
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Infroduction

You know how to work with workbooks on your own, but now it is time to learn how to work
with workbooks with other Excel users. In this lesson, you will protect your worksheet and
workbook before you share your workbook, set revision tracking, merge the workbooks, and
track changes to the workbook.

Imagine that you have a workbook that you would like some of your co-watkers to feok at
and give you feedback on. You could email the workbook to each of them. The problem with
this is that each one will have their own edits and they could make changesto things that you
didn’t want them to change (like a logo that has to be a particular siz¢, or a formula that
shouldn’t be changed or it will affect the entire worksheet), noyto mentien wasfing valuable
network space by sending out all those emails with attachments. Wouldn*tit_be nice if you
could just place the file somewhere and have everyone make,/changes.to-that one file, and
ensure that the things you don’t want changed are protected? Well, in this/lesson you will learn
how to easily and efficiently collaborate with others using your werkbgok.

Topric A

Protect your Worksheefs

Before you begin your collaboration with, other Excel users, you want to ptotect your
worksheet. In this topic, you will proteet|your worksheet by locking afidtunlocking cells and
then adding worksheet protection.

You want to share your worksheet with_Some co-workers. You hzgve asked them for general
comments and some possible grammar of; ininor changes. You would/like to make parts of
your worksheet safe from modificatien. With Excel, you can protegt all of those things that
you don’t want your co-workers to change.

What Can B¢ Protected?

You can protect a worksheet toprevent other users/4rom changing the contents. When you
enable worksheet protection, you can choose which ei¢ments of the worksheet you want other
users to be able’to_edit, protecting those which/ysu do not want them to be able to edit. By
selecting the ,eption_in_the Protect Sheet dialgg=hox; you are enabling other users to edit the
selected option. The folfowing list describes\the options you have when protecting your
worksheet.

When you are protécting a worksheet, you can choose whether or not to allow other users to:
e Select locked or unlocked cells

o | ( Forniat cells, columns, and £O0ws

e Insert columns, rows, and hyperlinks

e Delete columns or rows

e Sort

e/ Use AutoFilter and PivotTable reports

¢  Edit objects and scenarios
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Protect Your Worksheets

Procedure Reference: Protect Your Worksheets

After you complete a worksheet, you can protect the entire worksheet, or specific cells
within the worksheet, so that the worksheet or cell contents cannot be changed. For
example, you might want to protect cells that contain formulas. When someone tries to
enter data into a protected cell, a message immediately appears, and the data cannot be
entered. To add protection to your worksheet:

1. Unlock all cells that you don’t want protected.

2. Open the Protect Sheet dialog box.

3. Verify that Protect Worksheet And Contents Of Locked Cells is selected.
4

Select the options that you want users to be able to do when the worksheet is
protected.

5. Click OK.

p To unprotect your worksheet, choose Tools—Protection—Unpratect Sheet.

Lock and Unlock Cells

Protecting a range of cells involves two processes: locking and. pfotecting. By defaulf,
all cells are locked. Therefore, you must unlock the cells that yot do not want
protected. After you have unlocked selected cells, you can enable sheet protection.
Before sheet protection is enabled, you can still ¢hange the contents of a cell, regards
less of whether it is locked or not.

ActiviTy 3-1

Protecting Your Worksheet

Data Files:
e Display.xls

Setup:

Excel is running and no files are_open.

Scenario:

Before you begin your eollaboration with other Excel users/on your worksheet (Display), you
want to add protection to’the~formulas and the graphiic ®bjects in the worksheet. When you are
finished, you will save-the file/as My Display.

Lesson 3: Collaborating with Others Using Workbooks
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What You Do How You Do It

1. In the file Display.xls, unlock all the a. Open the file Display.
cells, except for the formulas.

b. Choose Edit—Go To.

c. Click Special to display the Go Te.Special

dialog box.

Go To specal SN
Seleck ~ —
O Q:u I:s = Ao differences
™ Constants " Colugn differences
" Formidas = Precedents

¥ Mumbérs " Dependents
I Rzt % Direct only
¥ Lagicals Al levels
[# (Erraors " Last cell

" Bianks " visible cells anly
" current region © Conditional formats
7" iCurrent array " Data vwalidation
7" Objerts = al
" Same

Ok I Capicel

d. Select Constantsy You will unlock all the
cells that.dan’t/contain formulas.

e. Click/aK:=all the cells that contain con-
starits.are selected.

2. On the Protection tab-of theé Format a. /Choose Format—Cells.
Cells dialog beX;-remove-the locks

from the cells containing constants. b, Select the Protection tab.

c. Uncheck Locked to remove the locks
from the cells containing constants.

d. Click OK and deselect the selected cells.
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3. Protect the worksheet and the con-
tents of the locked cells and allow
all users to select locked cells,
select unlocked cells, sort, use
AutoFilter, and use PivotTable
Reports.

ﬁ In the Protect Sheet dialog box, you can
also add a password that users will need
to know in order to access the
worksheet. Be careful though—if you
forget the password, you will not be able
to get into your worksheet.

a.

rotectsheet 2ix

Choose Tools—Protection—Protect
Sheet.

ﬁ To unprotect your worksheet, choose Tools—
Protection—Unprotect Sheet.

tents Of Locked Cells is selected.

In the Allow All Users Of This, Worksheet
To list box, verify that Select'Lacked
Cells and Select Unlocked Cells-are
selected.

Scroll down and select Sert; Use
AutoFilter, and Use PivotTable-reports.

¥ Protect workshest and contents af lock=d cells

Password ko unprotect sheat:

Allove all users of this worksheet ko

I Insertcojumns ;I

[ Inseftrows

[ Insert hyperlinks

[ Eelete-columris

[/ Deleterois |

v, Sork ]

Ii# Lise AutoFilter ]
[blse Pivoidable reports
Edit objects

!l- Editscenatios -

K I Cancel |

Verify that Protect Worksheet And Con-

e. Click OK.
4. Save the file as My Risplay and.try a. Save thefite as My Display.
to make changes to one-of the for-
mu.las and resize the grapfiic b. Selectcell F10. You can see the contents
object. A= S
st.the cell which is a formula.
c. Type 15. Click OK.
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5. What happens when you try to make a change to the formula? What happens when you
try to resize the graphic object?

You are able to select the locked cells containing formulas, but when you try to edit the
contents of the cell a message appears saying that the cell is protected and is read-only.
When you try to resize the graphic, you aren’t even able to select it.

Toric B

Protect Your Workbook

Now that you know how to protect the contents of a worksheet, you will want to know how to
protect the structure and windows within a workbook/before.using it to collaborate with others.
In this topic, you will protect the structure and windows. within your workbook.

You have sent the protected workbook to yout/co-workers to suggest and make some changes.
You aren’t worried about them changing yout formyulas, but you are worried about the struc-
ture and that they might feel the need to re-arrarige the/order of the worksheets within the
workbook. Well, don’t worry, you can protect that.as-4yell.

Protect Your Workbcok

Procedure Reference: Protect Your-Workbook
To protect your workbook:
1. Open the Protect Workbook dialog box.
2. Select the apprppriate-options.

3. Enter a password, if desired.

4

Click OK.
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AcTiviTy 3-2

Protecting Your Workbook

Setup:
The file My Display.xls is open.

Scenario:

You have protected the cells and parts of your worksheet that you don’t want othgis to edit
Now you want to protect the structure of your workbook so that the worksheets withii-your

workbook cannot be moved around.

What You Do

How You Do It

1. Protect the workbook structure.

brotect workbpol ——— SSETF]

Protect workbook fop — &~ -~

Choose Tools—Protection—Protect
Workbook to open /the Protect Workbook
dialog box.

v Skruckure
[~ Windaws

Password Yoptianal):

:— QK I Cancel !

Verify that Structure is:selected and
click OK.

You can alsgzadd a“password to the workbook,
but rememberif you forget your password, you
can’'t unprotect ihe workbook.

2. Save the file and try o’ move-the
worksheet around.

Save the Tiie.

Try to)move the Sheet2 tab before the
Sheet1 tab.

3. What happéns.when'you try to change the position of the worksheets?

The mouse pointer-ehanges to a circle with a line through it and you cannot change the

position. of the-worksheets.

Save and close the file.
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Topric C
Share Your Workbook

Now that you have protected your data and the structure of your workbook, you are-ready to
share the workbook. In this topic, you will share your workbook with multiple ‘asers.

So you want your co-workers to look at your worksheet and make somé€-suggestions. You
could send them each the file in an email, but then you would have many copies of the file
floating around and they could get mixed up. If you place it on”your network as is, then only
one of them can edit it at a time. Well, Excel 2002 offers you a sélution. Yeu can share your
workbook with multiple users.

Collaboration Process

When you are collaborating with others to share Excel workbooks;“you will always follow the
same guidelines. Below is the collaboration process.

1. First, you need to protect the parts of your worksheet-thdt/you don’t want anyone to be
able to make changes to.

2. Save your workbook as a shared workbook,/which #will allow multiple users to make
changes to the file at the same time.

3. Have others makes changes to the worksheet.

You review the changes made by ethers and if you choose to, yofi~¢an incorporate those
changes into your worksheet.

What is a Shared Workbook?

A shared workbook is a workbook that-is set up and saved to-allpow multiple users on the same
network to view, edit, and save-the workbook at the samg/timme."Each person who saves the
workbook can see the changes thai-have been made by ©thei users.

Share Your Workbook

Procedure Reference:Share Workbooks
To share a werkbook:
1., Open-the workbook you wagi-te=share.
2.~_Qpen the Share Workbogk=dialog box.

Verify that the Editing-tab-is selected.

W

»

Select the Allow Chargg¢s By More Than One User At The Same Time option.

ul

On the Advanced tab, under Track Changes, verify that Keep Change History For
is selected.

6. In the Days text box, enter the amount of days that you want to maintain the
change history.

7. Click OK twice.

8. Save the workbook on a network location where other users can access it.
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AcTiviTy 3-3

Sharing Your Workbook

Data Files:
e Shared.xls

Setup:

Students need to be split into groups of three or four. A network needs to be avaidable for sav-
ing the shared workbook file on it.

Scenario:

You have a workbook that contains department numbers from four different departments-ealled
Shared. One of the departments is your own, so you can update those numbers yourself. The
other three departments need to be updated by some of your co-workers f(ihe-other meémbers of
your group). In order for them to do this you want to make your workbpok a shared workbook
and save it on a designated location on a network. You will save the file‘using your first initial
and last name as the file name.
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Q

For this step, you need to
specify a location on the
network where the stuaents
can place their shared
workbooks.

Q

Students need to save their file
on a network so that the other
Students in their group can
make changes to the file.

98

What You Do How You Do It
1. Save the file Shared.xls as a shared a. Open the file Shared.
workbook that allows multiple users
to update it at once. b. Choose Tools—Share Workbook.
c. If necessary, in the Shared Workibook dia-
log box, on the Editing tab, check Allow
Changes By More Than-One User At The
Same Time.
d. Activate the‘Advanced-tab.
e. In the Track-Changes section, change the
numbér-of days to' Keep Change History
for.to 15.
f. Click OK:
g./ Af you_ are prompted to continue, click OK.
2. Save the file in a location on your a.~.Choose File—Save As.
network and name it using your
first initi he fiie . N
n]:rtm ;mtlal and last name as the fi{% b. Navigate to the gpecifiéd network
) location.
c. In the File Namé)text box, type your first
initial andlastname.
d. Click’'Save! You have now created a

sharedworkbook.
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TopricD

Set Revision Tracking

Now that you know how to share your workbook, you want to set the revision tracking so you
can take full advantage of the collaboration capabilities of Excel. In this topic, you will set the
revision tracking so that any changes made by other users will be tracked.

So you have shared your workbook. Others can now make changes to the workbook. Youl are
worried though that when all those co-workers make their changes, you won’t ha¥e any idea
who made what changes. For example, you want to be sure to implement the changés that
your boss suggested, but the changes that your peers suggested may not be as valiable to you.
In order for you to know who is making what changes, you need to set revision/tracking. You
will then be able to go through and decide which revisions to implement and which revisions
to reject.

Set Revision Tracking

Procedure Reference: Track Changes

After you create a workbook, you will want to turn on the-fevision tracking so that
after you merge the changed workbooks, you can track thechangeS made by all the
users. To turn on the revision tracking:

1. Verify that the shared workbook is open.

2. Open the Protect Shared Workbook dialog box.
3. Select Sharing With Track Changes.

4. Click OK.

Lesson 3: Collaborating with Others Using Workbooks
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Activity 3-4

Setting Revision Tracking

Setup:

The file that is named with your first initial and last name is open.

Scenario:

Now that you have created your shared workbook, you want to set the.revision tracking so that
when others make changes to it, you can track who made what changes. You-will set the revi-
sion tracking in your workbook and save the file.

What You Do How You®Da It
1.  Turn on revision tracking in your a. With your shared workbook open, choose
shared workbook. Tools—Protection—Protect Shared
Workbook.

b/ /In thé,Protect Shared Workbook dialog
box,/check Sharing With Track Changes.

c. Click OK.

2. Save and close the file. a. Save the file.

b. Close the. fiie.
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Activity 3-5

Making Changes to a Shared Workbook

Setup:

Students should be divided into groups of three or four. Each student should have a paper tent
on their computer that has their first initial and last name on it so you know what that persori’s
shared file name is. Within your group, assign each person as Student A, Student B, Student C;
and Student D. Make a note of which student you are on your name tent.

Scenario:

Now that you have shared your workbook, you are going to make some changes toit. You and
your partners (A, B, C, and D) are going to be making changes to each othérs’* workboeky and
saving changes by adding your individual letters to the end of the file ndme.

What You Do How You Do It

At one point in this activity, you will be opening your own workbook and rhaking ghanges’to it. Save it in the
same way you are saving the other workbooks.

1. Make changes to student A’s work- a. Open Student A’s shared workbook.
book, filling in numbers in your
column. Save the file with a unique

- . Fill4n'h i nd-
name and close the file. b. Fill4n'humbers in your column, depen.cu

ing on'whether you are student 4;-8;-C,
orD.
ﬁ The numbers that you fill in in the

worksheets of your partners can be any ) . .
number. c. “Choosé/File—»Save As. Save with a new

filename by adding your-student letter
to/the end of the file nanje.

Close the file.

O

ﬁ Notice that you can all have the same workhook oben at the same time because it’is a shared file.

2. Open Student B’s workbouok and fiit a. Open Student/B’s shared workbook.
in your numbers in your celumn.

Save the file with a‘unique name. b. Fill in nimbers i [ d d
Close the file when §6u.are . FillLin numbers in your column, depend-

finished ing on\whether you are student A, B, C,
: or.

c. Cioose File—Save As. Save with a new
file name by adding your student letter
to the end of the file name.

d. Close the file.

Lesson 3: Collaborating with Others Using Workbooks
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3. Make changes to students C and D’s a. Open Student C’s shared workbook.
workbooks and save them with

unique names. s .
q b. Fill in numbers in your column, depend-

ing on whether you are student A, B, C,
or D.

c. Choose File—Save As./Save with a new
file name by adding your student letter
to the end of the fite name:

d. Close thefile.

e. Open Student D’s-shared workbook.

f. Fill in numbers in your column, depend-
ing on whether you are student A, B, C,
or B

g. Cheosetile—Save As. Save with a new
file name by adding your student letter
to the' end of the file name.

h.~Ciose the file.

TopricE

Merge Wo;kit)ooks

You have shared your.workbook and set revisiom tracking so all the revisions that people have
made to that shared workbgook are tracked. Nozv~that you have completed all of this, you are
ready to look~at the chariges in one workbook—in this topic, you will merge all of the work-
books that gentain revisions from the shared \workbook.

You have€ shared your workbook with yéuir—manager and co-workers. You have also set the
revisiofvtracking so that the changes they nmiade would be tracked. Now, you want to combine
all of-those marks into one workbook. You are afraid that you will have to open each copy of
the’ workboek and write down the changes that each person suggested. This could take hours
or'\eveén-days depending on how 4aany/ people have seen the workbook and how many changes
they haye’made. Well, Excel can dothis for you. In one simple procedure, you can merge all
of those revisions into one workbook that is easy to work with.
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Merge Workbooks

Procedure Reference: Merge Workbooks

To merge changes from multiple copies of a shared workbook:

1.

o Ul AW N

Open the copy of the shared workbook where you want to merge the changes
from the copies.

Open the Select Files To Merge Into Current Workbook dialog box.
Click OK to save the current file.

Select all the files that have changes to be merged.

Click OK.

Save the merged file.

AcTiviTy 3-6

Merging Workbooks

Setup:

Excel is running and no files are open.

Scenario:

You now have up to five different copies of your worksheet. Oneis your original and the¢’other
four are the ones that your partners made changes 10/ Now, you will merge the fout’ woik-
books, that your partners saved their changes to, into\your griginal workbook.

What You Do How You Do It

1. Open your original file that you cre- &.\ Choose File—~Open:
ated as a shared workbook.

b. Navigate to the location where you were
instructed tg‘save your shared
workbook,

c. Select your original shared workbook
and click Open.

Lesson 3: Collaborating with Others Using Workbooks
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2. Merge the workbook with the cop- a. Choose Tools—Compare And Merge
ies of the workbooks that your Workbooks.
partners created.

b. From the file list, select the workbooks
that your partners and you created from
your original file.

c. Click OK. The data from-the-other files
has merged into your originat.fite.

Toric F
Track Changes

Now that you have merged all the copies of your workbooks together, you want to implement
some of the changes that were suggested. In“this/topic, you will track changes in the merged
workbook by accepting and rejecting the changes.

So you have a workbook that is full of gchanges made by other people. Suppose you don’t
want to make all of the changes that everyone suggests. Suppose you/only want to implement
the changes that your boss made. Well, you~can do this by accepting-er rejecting tracked
changes.

Track Changes

Procedure Reference:Track-Changes

After you mergel the changes from a shared workbook, you can accept or reject those
changes. You can review/ each change individually and accept or reject that change.
You can al$o accepi-or reject all the changes-at/one time. To track the changes made to
your shared workbook:

1. Merify that the merged workboojis.open and appears in the worksheet window.
2. “~Open the Select Changes To Accept Or Reject dialog box.
3. If Exeel prompts you to savethe workbook, click OK.

4. Select the change you want)fo review.

e To review changes imade by another user, select Who and click the user in
the Who box.

e To review changes made by all users, deselect the Who option.

e To review changes to a specific area on a worksheet, select Where and enter
a reference to the area.

e To review changes to the entire workbook, deselect Where.
5. Click OK.

6. Either accept or reject the change.
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e To accept a change, click Accept.
e To reject a change, click Reject.

e You can also click Accept All or Reject All to accept or reject all remaining
changes.

7. Save the file when you have finished.

Activity 3-7

Tracking Changes

Scenario:

Now that you have merged your workbooks together, you want to see who made-what ehanges
and determine whether you want to use those changes. You will review the changes in your
merged workbook so that all the changes have been either accepted or rejected-~Wheii you are
finished, you will save the file in the My Documents folder as My Merged Workbook.

What You Do How You Do/it
1. Turn on the Track Changes feature a. Choose Toois—sTrack Changes—Accept
to accept and reject all changes Or Reject Changes.

that have not yet been reviewed.

b. In the'Select Changes To Accept Or‘Reject
dialoghox, verify that the Whentbax.is
checked and that Not Yet Reviewed is
displayed in the When text box.

Click-OK.

‘el

[Acceptar Repect Changes S8 RiET
Change & of 7 made ba this document:

Waued Gatewsy Chent, 22001 1:06 P
Changed cell B6 from '<hlank:" bo 95,00,

J S | w— |

Beipet ), Agekdl | Peecan Clase
2. Accept the first two changes/indi- a. Clickthe Accept button. Excel moves to
vidually, then accept all the the_next cell and prompts you to accept
changes at once. orreject that change. Click Accept.

3. What inforimation is displayed in the Accept Or Reject Changes window when it locates
a change?

It displays the~name of the person who changed it, the date and time that it was
changed, and what the cell contained before it was changed.

Click Accept All to accept all the changes made to the worksheet.
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4. Save the file as My Merged Work- a. Save the file as My Merged Workbook.
book and close the file.

b. Save and close the file.

Lesson 3 Follow-up

In this lesson, you collaborated with other Excel users by protécting your-workbook, sharing
your workbook, setting revision tracking, merging multiple copies~of-the samme workbook, and
tracking changes.

1.  How can you use the sharing workbooks feature Eack at your-office?
Answers will vary.

2. What things do you think you will want to proteci-the most in your workbooks before
you share them?

Answers will vary, but might include: Formylas, graphics,/comments and scenarios.

66 Excel 2002 - Level 3



LEsson 4

| ESsoN 4

|
Enhancing Your Worksheet
Using Charts

Lesson Objectives:

In this lesson, you will chart non-adjacent data, modify chart items, and create a trendline.

You will:

e  Chart non-adjacent data.

e  Modify chart items.

e Add a trend line to your chart.
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You already know how to create basic charts and use charts to graphically represent your data.
In this lesson, you will learn more about using charts to enhance your worksheet. You will
chart non-adjacent data, modify more chart items, and create a trend line in your chart.

Imagine that you are using a more complex chart with more complex data and/want-to know

how to create a chart using non-adjacent data. When you are working with €omplex dafa and

charts, it is useful to know how to make changes to chart items to make your-graphical repre-
sentations of the data more visually appealing and possibly make the chart easier to/read.

Topric A

Chart Non-adjacent Daia

You know how to chart data that is adjacent, but.you'\need to Krow how to chart data that is
non-adjacent. In this topic, you will chart non-adjacent data:

Imagine that you want to chart some data, but the/ddta isn’t positioned next to each other in
the worksheet. Does this mean this data can’t-be/charted? Of course not. You can chart non-
adjacent data in Excel quickly and easily, just asyou.CHart adjacent data.

Chart Non-adjacentWorksheet Datc:

Procedure Reference: Chart iNon-adjacent Data

To create a chart from non-adjacent data:
1. Select the first)range of data.

2. Press [Ctrl],

3. Select thelsecond fange of data.

4

Click ¢he Chart Wizard button to run the chart wizard and chart the data.

68 Excel 2002 - Level 3



Activity 4-1

Chart Non-adjacent Worksheet Data

Data Files:
e Qtr Sales.xls

Setup:

Excel is running and no files are open.

Scenario:

You have a worksheet (Qtr Sales) that contains information on four quarters; You want.to,cre-
ate a column chart based on the Quarter 1 and Quarter 4 sales numbers., Oncé.you have-done
this you will save the file as My Qtr Sales and close the file.

What You Do How You Do It \
1. In the file Qtr Sales.xls, select the a. Open the file Qtr Sales.
data for the Quarter 1 and 4 sales.
b. Select the range A5:B9.
c. Press [Ctrl].
d. Seiect therange E5:E9. Release [Cirl].
2. Run the Chart wizard and create a a. \ Click the Chart Wizard button.
column chart entitled Qtr 1 and 4 .
Sales. Create a new chart sheet for
this chart. Save the file as My Qtr b~ veérify that the Columitis/selected. Click
Sales and close it. Next.
¢. In the second scieen of the wizard, click
Next.
d. On the Tiftles tab, in the Chart Title text

Lesson 4: Enhancing Your Worksheet Using Charts

box, type @t#'1 and 4 Sales. Click Next.
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e. In the last screen of the wizard, select As
New Sheet and click Finish.

i 5 A Sabm

f. Save the file-as My Qtr Sales.

g. Ciose-théfile.

Toric B
Modify Chart ltems

You have already modified some chatt items like chart titlfes)and legends, but there are many
more chart items that can-b¢ modified. In this topic, yotawill, look at and modify some
advanced chart items.

You know how to medify-yourchart title. But, what happens if you have a chart with a nega-
tive number and you want to change the direction of an axis? Or, what if you want to add
another axis to4our chart?/Once you learn how to.modify chart items, you can modify any
chart item you, wish_and/gee all of the formafiing options that are available.

Modiiy Chart ltems

Procedure Reference: Modify Chart ltems
To modify chart items:
1.7 Right-click on the chart item you want to modify.
2. Select the Format object menu choice.
3. In the Format dialog box, make the desired changes.

4. Click OK.
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AcTiviTy 4-2

Format Chart Items

Data Files:

e Pottery Performance.xls

Setup:

Excel is running and no files are open.

Scenario:

You are working in a workbook called Pottery Performance. On the Scatter Plot graph;. you
want to modify the data series so that the X error bar displays both plus,and minus numbeérs.
You also want to change the color of the data series. You also want to format thé~axis so that
there are no major tick marks and the tick mark labels are high. Once you have.done+this, you
will save the file as My Pottery Performance. When you are finished, your graph should look

like Figure 4-1.

13

#of Defects vs Thickness @ 400 def F
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Figure 4-1: Scatter plot at the completion of the activity.
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What You Do

How You Do It

1. On the scatter plot, modify the data
series so that the X error bar dis-

plays both plus and minus numbers.

Change the data marker to
triangles.

Open the file Pottery Performance.

Click on the Scatter Plot sheet tab.

Select the data series(

Right-click on th¢ data series and choose
Format Data Series.

Select the X Error Bars tab.

Undér display;.select Both.

Select the Patterns tab.

Insthe-Marker section, from the Style
drop-down list, select the triangle.

Click OK.

2. Format the axis so that the major
tick marks appear inside and the
tick mark labels are low. Save the
file as My Pottery Performayice.

Right-click on the/Vaiug(X) Axis.

Choose Format Axis.

On the Patternas tab, under Major Tick
Mark Type, s€lect None.

In €he-Fick Mark Labels section, select
High.

Click OK.

Save the file as My Pottery
Performance.
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AcTivity 4-3

Formatting More Chart ltems

Scenario:

You now want to work on the surface chart in the Pottery Performance file. First you will
change the location of the chart by placing it on its own chart sheet. Then, you will format-the
floor of the surface chart by making it a lighter gray. Finally, you will adjust the 3-D Vigy of
the surface chart. When you are finished, save the file. Your chart should look similar to\Figure
4-2 when you are finished.

W 160-180)
O 140-160)
W 120140
o 100-vZ0)
| 20900
0O Go=A4
0 40:80
| 20040

o0-20

A

Fiate Thickngss
(e

\

Hil/ Tirne (i

Murmberof Defects

Figure 4-2: A sample of the surface-chdrt after the activity is complete.

What You Do . N How You Do It

1. Change the location/of the surface a. Select/the Surface Chart tab.
chart by putting it ori'itsown chart
sheet. b. Se&lect the chart.

c. Right-click on the chart area and choose
Location.

d. Select As New Sheet and click OK.

Lesson 4: Enhancing Your Worksheet Using Charts
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2. Change the Surface Chart floor to a a. Right-click on the surface chart floor.
lighter shade of gray.
3-D Miew, ..
& Clear
b.~Choose Format Flogf.
c. Select a light shade of gray and click OK.
3. Adjust the 3-D view of the surface a. Right-click(anywhere on the chart.

chart to your liking. Save the'file as

My Pottery Performaiice:. b. Choosé-3-DView.

c. In the 3D View dialog box, change the

3-D.view however you would like it to
apbear. Click OK.
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Toric C

Create a Trendline

You know how to use data to create a chart. Now you will use a trendline to help interpret the
data on that chart.

What good is data if you can’t interpret it? When you chart data, you are creating a graphie
representation of that data. In order for you to be able to use that chart effectively, you need to
understand and interpret the data and its implications. You can do this using a treqline.

What is a Trendline?

A trendline is a graphic representation of trends in a data series. Trendlines are used to-study
predictions in data.

Add a Trendline to your Chart

Procedure Reference: Add Trendlines

To add a trendline to a chart:

1.

2
3
4.
5

Select the data series you want to add a trendline to.

Open the Add Trendline dialog box.

Select the type of trendline you want.

Determine how far ahead or behind you’ want to, forecast in the Forecast text box.

Click OK.

Lesson 4: Enhancing Your Worksheet Using Charts
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Activity 4-4

Adding a Trendline to Your Chart

Setup:
The file My Pottery Performance.xls is open.

Scenario:

Your boss has given you a scatter plot chart to use for your repoerts. Youwant/to better under-
stand this data and what it implies, so, you will add a linear trendiine and-forécast it forward 2
units to the scatter plot (refer to Figure 4-3). When you are finished, you will save and close

the file.
# of Defects vs Thickness @ 400 def F
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-20 . i
Plate Thickness !
Figure 4-3: The scatter piot with-a ti'endline.
What You Do How You Do It
1. Open the Add Trendiine dialog box a.//Select the Scatter Plot sheet tab.

for the scatter plot datasSeries.

b. Select the data series.

c. Choose Chart—Add Trendline.
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2. Add a linear trendline that will a. On the Type tab, if necessary, select
forecast the data forward 2 units. Linear.
Save and close the file when you

are finished. b. Select the Options tab.

c. In the Forecast section, in the Forward
text box, select the text and type 2.

d. Click OK.

e. Save and close the file.

Lesson 4 Follow-up

In this lesson you charted non-adjacent data. Then, you modified’different chart items. Finally,
you created a trendline.

1.  What are the chart items that you think you will modify the‘most when you are back at
the office and using your own worksheets?

Answers will vary.

2. Do you think that you will use the trendline feature? What data of yours will you/use:it
with?

Answers will vary.

Lesson 4: Enhancing Your Worksheet Using Charts
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LESSON S
50 minutes to 60 min-

’ utes
Using Graphic Objects to
Enhance your Worksheetis

Lesson Objectives:

In this lesson, you will use multiple graphic objects to enhance your worksheet.

You will:

e  Create graphic objects.

e  Move, resize, and copy existing graphic objecty.
e  Change the order of your graphic objects.

e Group multiple graphic objects.

e  Format graphic objects.

e Insert clip art.

e  Modify clip art.
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Infroduction

You already know how to enhance your worksheets using charts, now you will learn how to
use other graphic objects to enhance your worksheets.

There can be more to Excel worksheets than just numbers. Imagine that you have a worksheet
that you need to use for a presentation. You can add arrows to point out figures that-you are
particularly proud of. You can also add clip art and other objects to make yOur worksheet more
visually appealing.

Toric A
Create Graphic Objects

The first step to using graphic objects to enhance your worksheet is to create the graphic
objects. Once you have done that, you can manipulate them toisest fit your needs. In this
topic, you will create multiple graphic objects,

In order to begin enhancing your worksheet' with grdphicg;yyou need to first create those
graphic objects.

The Drawing Toolbar

The Drawing toolbar contains all the tools you need to create your graphic objects. Use Figure
5-1 and the following table to identify-the toois on the drawing toolbat.

Draw~ [3 | AutoShapes = ™. DQTJAI e 2 [al &"ﬁ'&':ﬁ: pgl I [

Figure 5-1: The Drawingtoelbar.

Button Description

Thé.Draw drop-down button allows you to change
Draw > [:3 the position of your graphic object, group and

ungroup multiple objects, and change the

AutoShape of an AutoShape graphic object.

The AutoShape drop-down button allows you to

Butoshapes - create an autoshape object. The categories of
autoshapes include lines, arrows, basic shapes,
block arrows, flowchart, stars and banners, and
callouts. You can also choose from a number of
clip art autoshapes that can be accessed by click-
ing on More AutoShapes.

The Line button allows you to draw a line any-
., where on the worksheet.

The Arrow button allows you to draw a simple
" arrow anywhere on the worksheet.
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Button

Description

The Rectangle button allows you to draw a rect-
angle or square anywhere on the worksheet.

The Ellipse button allows you to draw a circle or
ellipse anywhere on your worksheet.

The Text Box button allows you to draw a text
box in which you can type and format text.

The Insert WordArt button allows you to creéate-a
WordArt shape.

The Insert Diagram Or Organizaticnal Chart button
allows you to insert a diagrand or create-amr-organi-
zational chart.

The Insert Clip Art button displays the-Insert Clip
Art task pane and allows you toinsert a clip art
object from your computer or from)itle Web.

The Insert Picturg From File buttorl allows you to
insert an existing/pictufe/file into your worksheet.
For example, a“comapany logo,

The Fill Color buttomraltews you to change the fill
color of all graphic objects.

The Liné-Color button allows you to choose the
color of the lines.in your selected graphictobjeet.

The (Font Celor button allows you to ‘change the
font celor of text within a text box.

The Line Style button allows you tox¢hange the
style_and weight of the lines, fttiie selected
graphic object.

The Dash Style button allows=you to change the
style of a line to a dastied line with multiple
options for dashed line styie.

The Arrow style buttoti,allows you to change the
style of the arrow that is selected.

The Shadow-Styie button allows you to add a
shadow to a graphic object and then change the
kind of/shadow that is applied.

The 2-D=Style button allows you to add and
change the style of 3-D effects on a graphic object.
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What are Graphic Objects?

Definition:
A graphic object is an item that you add to a worksheet that is either drawn or
inserted. The buttons on the Drawing toolbar allow you to create lines,-arrows, shapes,
and text boxes. All of these items are not part of the Excel data and are considered
graphic objects.

Example:

For example, if you insert an electronic copy of your company logo into your
worksheet, then that logo is a graphic object.

Create Graphic Objects

Procedure Reference: Create Graphic Objects
To create a graphic object using the drawing tcoibar:
1. Click the appropriate drawing buttor.
2. Place the mouse pointer where you want'to begin drawing the object.

3. Drag the mouse pointer in the workbgok or ¢hart sheet until the object is the
desired shape and size.

AcTiviTy 5-1
Creating Graphic Objects

Data Files:
e Objects.xls

Setup:

Excel is running and no-files are open.

Scenario:

You have a{woerksheet named Objects.xls that-yotu want to use for a presentation. Before you
show thig workhook to your co-workersszesi=wvant to highlight the fact that the Germany
department-had a gieat year. First you will“experiment with the drawing toolbar a little, adding
various graphic-Objects and deleting/them. When you have finished exploring, you will add a
text box that reads“Germany did great-this year!” and draw an arrow from the text box to the
Germany Qtr total in the chart défa. You will further highlight the Germany total by placing a
circie object around the total numbey/in the chart data. When you are finished, you will save
the-file 'as”My Objects. Your worksheet should look like the example in Figure 5-2.
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& | B [ ¢ | b | E | F [ 1 [0 T 0 | kK [ L
1
2| Books and Beyond, Inc.
3| Cuarerly Sales Report
4 B B
"5 | Location Qtr1 ow2  Quwa owd | Total Germany did great this year!
6 | Australia $1500 $1500  $3000 § 4,000 §10,000
7 | Germany 1500 $1800 $2600 § 4900 (510,800
8 | Canada 1,100 $1300 $1800 § 4400 § BE00
9 | Great Britain_| § 700 $1800  §1600 § 2900 § 7,000
10 [ Quarter Total | 54500 $5.400  $9.000  §16.200 §36 400
11

Figure 5-2: Objects.xls after the completion of the activity.

What You Do

How You Do It

1. In the file Objects.xls display the
drawing toolbar and experiment by
adding and deleting several graphic
objects.

Open the file Objects.

If necessary, click the Drawing button on
the Standard toolbar to display the
Drawing toolbar.

On the Drawing toolbaf ,/click the Line
button.

Place’the mouse pointer in a blank drea
of the 'worksheet. Drag and release the
mouse-pointer in the worksheet®a-cre-
ate a.line:

Using the Arrow button, creaté-an arrow
line-the same way you cieated the plain
line.

Place the mouse pcintef on either of the
arrow’s selectiozi’handle. The mouse
pointer changes te:a/double-sided arrow.
Drag toward the opposite selection
handle to make:the arrow smaller.

With thearrow object selected, press
[Deletsi].

Select/the line object and press
[Delete].
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Create a text box object next to the a. On the Drawing toolbar, click the Text
chart data that contains the text Box button.
“Germany did great this year!”
Then, create an arrow that goes .
from the text box to the Germany b. II:Iace thz rlrolt:jstehpomter olr; ct(:“ J4. d
total number in the chart data. ress and ho € mouse button an
drag down to cell L7.
c. Type Germany did great.this year! Click
on any cell to desetect-the text box.
d. Click the Arrow button on'the Drawing
toolbar.
e. Draw an“drrow from the text box to the
Germany totat.in the chart data. Use Fig-
(re.5-2 as a-guide.
Draw a circle around the Germany a. Click the Oyal button on the Drawing
total in the chart data. Set the fill tootbar.
to No Fill. When you are finished,
save the file as My Objects. 5./ Place‘the mouse pointer at the top left
cofrier of cell F7. Drag down and to the
right until the entire¢/number is in the
oval. Release the nYause/button.
c. Click the Fill Gelor drop-down arrow and
select No Fill,
d. Save the fite_as My Objects.
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Toric B

Resize, Move, and Copy Graphic
Objects

Now that you know how to create graphic objects, you will want to work with them. Specifi=
cally, you will want to resize, move, and copy graphic objects. In this topic, you will resize the
graphic objects, copy them, and finally move them.

So you have created your graphic objects. What happens if that object is too big? D& yeu have
to delete it and start from scratch? What if it is in the wrong position or you wantto have
another of the same graphic? Well, rather than creating all new graphic objects to~solve these
problems, you can resize, move, and copy existing graphic objects, allowing you to work more
efficiently and effectively with graphic objects.

Resize, Move, and Copy Graphic Qbjects

Procedure Reference: Resize a Graphic Object
To resize a graphic object:
1. Select the object you want to resize.
2. Select the sizing handles.

3. Drag in the direction you want to resize the object.

Procedure Reference: Move a Graphic Object
To move a graphic object:
1. Select the object you want to move.
2. Press and hold the mouse button.
3. Drag the object to a new location.
4.

Release the mouse button.

Procedure Reference: Copy,a Graphic Object
To copy a graphic object:
1. Select the object.you want to copy.
2. Press the [Citl] key:
3. Drag the ‘'object ip)the location you waiit the copied object to be placed.
4. Release.the niouse button, and then the [Ctrl] key.
2. Another way to copy a graphic object is to select the object you want to copy, click the Copy

button,and then click the Paste button. You can then move the new graphic item to its new
location.
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AcTiviTy 5-2

Resize, Move, and Copy your Graphic Objects

Setup:
The file My Objects.xls is open.

Scenario:

You now have your graphic objects inserted into your My Objeets filey but, you/ want to make
a few changes to these objects. First, you want to resize the text Box.so thatit fits the text.
Then, you want to move the text box so that it is closer to the chart data. Next, you want to
resize the existing arrow to better fit the new location of the textbox. Finally, you want to
copy the existing arrow, resize and move it so that it is pdinting from-the text box to the Ger-
many pie slice on the chart. You will use Figure 5-3 ds.a guide>When you are finished, save

the file.
A | B [ ¢ | b | E | H G H | 1 J

1
|2 | Books and Beyond, Inc.
=N Cuarterly Sales Report

4
| 5 | Location Citr 1 Qtrd | Gtr3 Citr 4 Tatal
| B | Australia §1500  §1,500 %3000 § 4,000 0L
| 7 | Germany $1500 %1800 $2600( % 4,900 (§10,800
| 8 | Canada $1,100 1,300 | §1.800% 4,400 § 57

9 Great Britain § 700 1 ,BDD 51 ,EDD 3 2,900 5 ?,DDD f_—:gnnany did great this }fear!
10 | Quarter Total | $4.800  $6400 $3 005 165,200  §$35 400 /

11
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Figure 5-3: My Objects.xls afterxthe completion of the activity.
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What You Do

How You Do It

1. Resize the text box so that it fits
the text and move it closer to the
chart data.

Select the text box.

Using the bottom-right sizing handle, drag
the box up and to the left. Size the box
so that it fits the text. Use Figure 5-3 as
a guide.

Move the text box so it is in cell HY/

2. Resize the arrow so that it goes
from the text box in its new loca-
tion to the Germany total in the
chart data.

Select the arrow.

Drag the right end of/the airew down to
the text box.

3. Copy and paste the arrow and
resize and move it so that it appears
as it does in Figure 5-3. Save the file
when you are finished.

Select the arrow.

Press and hold [Cfri]-and di‘ag the arrow
down.

With the arrow.seleCted, drag the right
handle up to the text box. Drag the l&ft
hand!e>down to the Germany pie slice.
UsedFigure 5-3 as a guide.

Save_ the file.

Toric C

Change the Order of Graphic

Objects

Now that you know about creating And working with graphic objects, you will need to know
how to change the ordet in-which the graphic objects-appedr. In this topic, you will change the

order of your graphic ebjects.

Imagine that yowhave creafed three graphic objects on your worksheet. You want one of those
graphic object g be background only, but right now it is on top of the other objects and you
can’t see theny. Well, you' can change the order of your graphic objects and choose which

objects appear_ontop-and which appear on bottom.

Lesson 5: Using Graphic Objects to Enhance your Worksheets

LEsson 5

87



LEsson 5

88

Change the Order of Graphic Objects.

Procedure Reference: Change the Order of Graphic Objects

Sometimes when you are working with graphic objects, you want one object to appear
on top of another. You do this by changing the order of the graphic objecis. To change
the order in which your graphic objects appear on your worksheet:

1. Select the object you want to change the order of.
2. Click the Draw button.

3. Choose Order and the appropriate order selection.

Order Options

There are four different options you can choose from ‘Wheirselecting an order for your
graphic objects.

e Bring to Front: This option will bring the-selected object in front of all graphic
objects on the worksheet.

e  Send to Back: This option will send-the selected object to the back of all graphic
objects on the worksheet.

e  Bring Forward: This option brings the selectéd object forward once, in front of
the nearest object.

e  Send Backward: This option will send-the/selected object bagK one spot, behind
the nearest object.

AcTiviTy 5-3

Changing the Ordier of your Graphic Objects

Setup:
The file My Objects.xls is_open.

Scenario:

You want to créate.something behind the text Hoxuin your My Objects file that will draw atten-
tion to the texi box: You have decided that you want to place a 16-point star behind the text
box. Whensyou are finished, save the file.

What You Do How You Do It
1./ /Create.a large, 16-point starover a. On the Drawing toolbar, click
thetext box. AutoShapes.
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b. Choose Stars And Banners and select the
16-point star.

EE—
g\f: Lines » Germany
30%
:‘ﬂ Conneckors ]
E}‘ Basic Shapes 3
% Block Arrows 3
:?,ﬂ Flowchart 3
% Stars and Banners 3 :
|%; Callout | Lk
allouts 3
= g
ﬁ More Autoshapes. .. o b L
Autoshapes = [ ™~ s [ ] ﬁ n:lli"rpgii,%flf
L
I

c. Draw the star over/the text-hox, making
it large enough to cover thg-éntire text
box. Notice/that the star-obscures the
text box.

HNIS |
M

| J | K |
o]
L.__7
!A\ﬁ
(o]

c. Choose Order—Send To Back.

| 6 |
] j
}\X

2. Send the star to the'back)and bring a.//Select the star.
the text box forwai'd.

b. Click on Draw.
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3. What has happened to the text box?

The text box now appear on top of the star and the star is underneath the text box. The
arrow lines also appear and the star is under them as well.

4. Move the star so that the text box is a. Using the move handles, adjust the posi-
in the center. Save the file. tion of the star so that the text box
appears in the middle/cf the star;

b. Save the file.

TopricD

Group Graphic Objecis

You know how to create and manipulate graphic Objects/MNow, you need to know how you can
group multiple objects so that they essentially beceme Orie object. In this topic, you will group
graphic objects.

Imagine that you have created multiple (graphic objects. Now imagine fHat y¥ou want to move
each of these graphic objects. They are-positioned perfectly with each other, but they are all in
the wrong place on the worksheet. So, youassume that you have to\ipove them, one-by-one to
their new position. Well, you're wrong. You can group these objgcis and move them all at
once as one object.

Group Graphic Cbjects

Procedure Reference: GroQp Graphic Objects
To group graphic-objects:
1. Select the first object you want to group.

2. Presstand-hold the [Ctrl] key and select the other objects you want to group
together.

Cliek the Draw button.

«Q

4, ~.Choose Group.

To ungroup objects;wght;click on any of the objects within the group and choose Grouping—
Ungroup.
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AcTivity 5-4

Grouping your Graphic Objects

Setup:
My Objects.xls is open.

Scenario:

You have created many graphic objects in your worksheet (My Objects). You want,to group
the text box and the star that is behind it so that when you move them, they will mave
together. You also want to group the arrow with the text box and the star. You willstheirmove
the grouped object so that it is positioned exactly as you like and you will ungréup-all of the
objects. You will save the file when you are finished.

What You Do How You Do It

1. Group the star, text box, and a. Select the star.
arrows together.

b. Press and hold thie [Ctr]] key.

c. While still pressing{Ctrl], select the t&xt
box, and both arrows so that all four
graphic objects are selected.

d. /Click-Draw-and wait for the menu\{o
extend.

]

Choose Group.

2.  What happened when you grouped the objects?

The individual fill handles disappeared and were replaced by a sinigle set of fill handles
that surround all the graphic objects.

3. Move the grouped object so that.it a. Verify that-the grouped object is
is positioned exactly as you likeit. selected.

b. Drag the.grouped object to a new
position.

c.//Position the grouped object so that it is
positioned correctly.

d. Select each of the individual objects in
the grouped object.
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4. What happens when you try to select individual objects within a grouped object?

You are able to select the individual objects, just as you could before the objects were
grouped.

5. Ungroup the objects and save the a. Select the grouped objects
file.

b. Right-click on the grouped object and
choose Grouping—Ungroup.

c. Deselect the objects and save the file.

TopricE

Format Graphic Qbjects

Now that you know how to create graphic objects, you,may find yourself wanting to change
some of the properties of them. In this topic, you will'format some of th¢ gtaphic objects.

Once you have created graphic objects;wou are not limited to the defaait.settings. For
example, you can remove or change the-border around a text box. Yeu can also change the
color of any graphic object as well-as rotate-them.

Format Graphic Objects

Procedure Reference:-Format Graphic Objects
To format any| graphic{cbject:
1.  Display-the Formrat’ AutoShape dialogZbox.
2. Using the various tabs, format the Gbject as desired.

3.  fElick-OK.
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Formatting Graphic Objects

Setup:
My Objects.xls is open.

Scenario:

You want to add some formatting to your graphic objects in the file My Objects. First you
want to eliminate the border on the text box and increase the font size of the text. You-will
then format the box so that it will automatically fit the text within it. You will then,add-a fll
color of yellow to the text and finally add a fill color of the same yellow to_the &tat-You wili
also increase the thickness of the star outline. Use Figure 5-4 as a guide. When you are-fin-
ished, you will save the file.

Books and Beyond, Inc.

Quanterly Sales Renor I
\ \[\\/ \v/
Location Qtr 1 Qtr2 | Qtr3 Citr 4 Tatal Y
Australia $1500 | §1500 | $3000 F 4000 %
Sermany $1500 %1800 %2600 % 4900 (%10,800

Canada $1100 $1300 $1800 § 4400 § 5500
Great Britain  § 700 $1800 $1F00 § 2900 § 7,000 /S _ _ ’
Quarter Total | $4,800 $6400  $9000 $16.200 5§35 400 < Germany did great this year! /-,

-\ S
. <
Books and Beyond, Inc. % j{/ﬁk K_F-:ﬁ
7 Iﬁ‘"ﬁl
/ NY
Great Britain Avstralia y

19%

iy

Canada
24%,

Germany
0%

Figure 5-4: My Objectsixls after the activity has been/completed.
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What You Do How You Do It
1. Format the text box so that there is a. Select the text box.
no border, the font is bold, and the
fill is yellow. Also format the text . .
box so that it is sized automatically b. Right-click and choose Format Text Box.
and the text is vertically and hori-
zontally centered. c. On the Font tab, in the Font Styte list box,
select Bold.
& When you select the text box, you must
make sure that the box is selected, and it d. Select the Alignment tab.
is not in edit mode. If the text box is in
edit mode, you will not be able to format
anything other than the text. e. In the Text Alignrnent section, set both
the Horizontal and Viertical alignments
to Center.
f. Check the Automatic Size check box.
g. Qn-the Colors And Lines tab, from the Fill
Coter drop-down list, select yellow. From
the Line Color drop-down list, select No
Ling,
h.~Click OK.
i. Adjust the position of the text box so it
is in the center.of the star.
2. Format the star so that its fiil color a. Select the:star:
is the same as the text.box andit
h 1 ine. Save the file. . N\
asa 1 pt outline. Savethe file b. Right-click’on the star and choose For-
mat AétoShape.
¢,/ 0On\the Colors And Lines tab, from the Fill
Color drop-down list, select the same yel-
low that is filling the text box.
d. Change the Line Weight to 1pt.
e. Click OK.
f. Save the file.
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Toric F

Insert Clip Art

Another way to enhance your worksheet is to add clip art. In this topic you will locate and
insert clip art into your worksheet.

More than likely, at some point when working with Excel, you will want to insert some ¢iip
art. Using clip art can enhance your worksheets by adding visual appeal to them.

What are Clips?

Clips are files that are provided with Excel for you to use in your workshegis. These san
include art (pictures), sounds, animation, or mini-movies. All of these items ate contained/in
the clip organizer which is an Office program that contains all of these files. They.can all be
accessed using the Insert Clip Art task pane. In this topic you will be working with the art that
is contained in the clip organizer. This is called Clip Art.

Insert Clip Art

Procedure Reference: Insert Clip Art

To insert clip art into your worksheet:
1. Display the task pane.

2. Click the Other Task Panes drop-down arrow.andchoose Insert Clip Art.

3. In the Search For text box, type a desc¢ription of|the clip art you are Joeking for.
4. Click Search.
5

Drag the picture from the results boxtoyour worksheet.

Search for Clip Art

When you want to use a piece~of clip_art,/you must first sear¢h fop it in the Insert Clip
Art task pane. To do this, type a-Keyword that describes the clip-art you want in the
Search Text text box of th¢-Ilnsert Clip Art task pane. Cligkwen the Search button and
you will see what the results-are.
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AcTiviTy 5-6

Inserting Clip Art

Setup:

My Objects.xls is open.

Scenario:

Before you present your worksheet to your co-workers, you would like te_add/some clip art,
just to make it more visually appealing. You will search for a book elip art-and insert any one
of the images into the worksheet. You will then move the clip.art next _te_the worksheet title,

using Figure 5-5 as a guide. When you are finished, you will save. the file:

| c [ D

| E | F

Bools and Beyond, Inc.
Quarteqly Sales Report

L Oitr 1

Canacds
24%

[ R S N T R R N S SN ) R G U Y [N U U U PR

Cltr 2 Qitr 3 Oitr 4 Antal
PALS * $1900 §1500 $3,000 % 4,000 A0000Y
Gerfarg 1 500: | 51,800 2600 % 4900 (4108040
Carfl off 100 §1300 $1800  § 4400 & 860 4
Gre JOO: $1.800 %1600 % 2900 % ~000
Clu B00: | §6.400 | $9,000 | $16.200  $36 400
) o} O
Biénaks and Beyond, Inc.
Great Britain Slustralia
19% 279,

GErmany
30%

25 |

Germany did gr#at this year!

Figure 5-5: My Objects.xls after the activity is complete.
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What You Do

How You Do It

1. Search for clip art using the key-
word books.

Choose View—Toolbars—Task Pane.

On the task pane, click on the Other Task
Panes down arrow and choose Insert Clip
Art.

If necessary, in the Organizer message
box, click Do It Now.

In the Search For text box, typé.beoks
and press [Enter].

ﬁ You will resize the clip art in the next activity.

2. Insert the second clip art and place
it next to the worksheet title. Save
the file.

Move your mouse pointer-over the sec-
ond clip art.

Drag the ciip art from the task paneato
the-top of the worksheet so tfie tob left
cornetr is located in cell A1,

Save the file.
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Toric G
Modify Clip Art

Now that you know how to insert clip art, you will want to know how to maodify it~and make
changes to that clip art. In this topic, you will modify clip art by sizing it and changing the
color scheme.

Many people think that once you have inserted your clip art there is litfle you\can do to
change the look of that clip art. Well, you can resize it and you gan alsochangg the colors in
the clip art. You aren’t stuck with whatever the clip art gives you{Yeu now-have the ability to
modify and customize the clip art.

What Can You Modify in Clip Art?

When you insert a clip art from the clip gallery, you cairchange seme of the attributes of the
clip art. You can use the Picture toolbar, which is displayed in Figure 5-6, to adjust the appear-
ance of the picture. Following is a table that describes-the_tools on the Picture toolbar, and
how they change the picture.

Pictwe ————————— ~
aw OF QL ot oL | a8 = & & /| 3]
Figure 5-6: The Picture toolbar.

Tool Description

The Insert Picture:\From File button allows you to
ﬁ insert a picture oi~your own from an existing file.

The Coloy/buttory allows you to change the color
wla from Autoniatic to grayscale, black and white, or
washeut (which has the effect of a watermark).

N PP The”Miore Contrast and Less Contrast buttons
¥ allow. you to adjust the contrast of the clip art.

R\ The More Brightness and Less Brightness buttons
O 0 allow you to adjust the brightness of the clip art.

The Crop button allows you to select and remove
-r‘l. part of the clip art.

+ The Rotate Left button allows you to rotate the
de image 90 degrees at a time.

The Line Style button allows you to add a border

—_— to the clip art and adjust the line style of the
border.

- The Compress Pictures button allows you to make

Aucl, the clip art file size smaller, thereby taking up less

memory and space on your computer when you
save the file.
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Tool Description

The Format Picture button opens the Format Pic-

E_?f ture dialog box, which allows you to change the
color and lines of the border, the size of the clip
art, the color contrast and brightness of the clip art
and to protect the clip art.

f The Set Transparent Color button allows you to
L create a transparent area in the picture and set the
color of that transparent area.

The Reset Picture button allows you-to reset the
clip art back to the way it was when you-first
inserted it.

Modify your Clip Art

Procedure Reference: Modify Your Clip Art
To modify your clip art:

1. Select the clip art you want to modify.

Open the Format Picture dialog box.

2
3. Make the changes to your clip art as desired.
4. Click OK.

AcTiviTy 5-7

Modifying your Clip Art

Setup:
The file My Objects.xls is open.

Scenario:

You have inserted your clip art'into your My Objects worksheet. First you size the clip art so
that it fits next to the worksheet titte. Then you want to add-a_iil} color and a border to the
image, using Figure 5-7 as a-guide. When you are finished, you will save and close the file.
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| B | ¢ [ D[] E | | 6 [ H | I
1
2 | Books and Beyond, Inc.
| 3 Cuarterly Sales Report
4
| 5 | Location Qtr 1 Ctr2 | Otr3 Gitr 4 Total
| 6 | Australia $1500  §1500 $3,000 § 4,000 §10,000
| 7 | Germany $1.500  §1800 §2600 % 4500 (%F10,600
| & | Canada 1100 §1300 §1,.800 4§ 4400 % 8600
9 | Great Britain_ % 700 $1800 §1600 % 2900 % 7000
10 | Cluarter Total | $4,500  $6,400 $9,000 %1600 %356.400
11

Books and Beyond, Inc.

Great Britain Australia
19% 7%

Canads
24%

Germany
30%
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Figure 5-7: My Objects.xls after the activity has been completéd.

What You Do

How You Do It

—_

Resize the clip art so/that it fits
next to the worksheet: title.

a. Select the clip art.

b. Pla¢ewour mouse pointer on the
bottem-right sizing handle and drag up
and.to the left until the image fits in the
ranige A1:A4.

2. Format thé clip art\so’that there is
a light gray fill and’there is a 0.5
border-around tive“image.

a. Right-click on the clip art image.

b. Choose Format Picture.

c. Select the Colors And Lines tab.

d. From the Fill Color drop-down list, select
a light shade of gray.

e. From the Line Color drop-down list, select
Automatic and adjust the weight to 0.5.

f. Click OK.
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3. Save and close the file. a. Save the file.

b. Close the file.

Lesson 5 Follow-up

In this lesson you learned how to enhance your worksheet using graphic objects. &irst you. cre-
ated the graphic objects, then you resized, moved, and copied them. You also groupéd and
formatted your graphic objects. Finally, you inserted and formatted clip art.

1. How will you use graphic objects in your worksheets?

Answers will vary.
2.  Which graphic objects do you think you will use the most?

Answers will vary.
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FoLLow-up | Follow-up

In this course you learned how to customize your workbook, work with multiple data sources,
and collaborate with others using shared workbooks. You also learned how to enhance your

worksheets using charts and graphic objects. You are now able to customize your workspace
and your workbooks and use multiple data sources efficiently. @

H
What’s Next?

Excel 2002 - Level 3 is the last course in the Excel 2002 series<.> @
© &
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APPENDIX A
Microsoft Office Specialist

Program

Selected New Horizons courseware addresses Microsoft Office Spécialist skills.The following
tables indicate where Excel 2002 skills are covered. For examplé, 1-3 indicates the lesson and
activity number applicable to that skill.

Core Skill Sets and Skills Being
Measured

Excel 2002: Level
1

Excel 2002: Level 2

Excel 2002 fzevel
3

'Working with Cells and Cell Data

Insert, delete, and move cells 2-1, 2-6, 4-10
[Enter and edit cell data including 1-2, 1-4, 2-6;341,
text, numbers, and formulas 3-3, 3-5, 3-6/4-1

42, 4-3, 4-4_4-5;
4-6, 4-7/4<874-9,

4-10, 4-11
Check spelling 1-4
Find and replace cell data and for- | 2-7, 4-7, 4-10
mats
'Work with a subset of data by fil- 2-4
tering lists S
Managing Workbooks
[Manage workbook files and folders-| -6, 2-1
Create workbooks using’ templates 11
Save workbooks using\different 1-2, 1-6, 3-1
names and file formats
[Formatting and Printing Worksheets
[Apply and.modify “eell formats 1-5, 4-1, 4-2, 4-3,

4-4, 4-5, 4-6, 4-7,

4-8, 4-9, 4-10, 4-11
Modify row and coldmn settings 2-4, 7-1 3-3

Modify row and column formats

4-8, 4-9

Appendix A: Microsoft Office Specialist Program
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Core Skill Sets and Skills Being
Measured

Excel 2002: Level
1

Excel 2002: Level 2

Excel 2002: Level
3

Apply styles

4-4

Use automated tools to format
worksheets

4-11

Modify Page Setup options for
worksheets

7-2,7-3,7-4, 7-5,
7-7

Preview and print worksheets and
workbooks

7-7

3-1

Modifying Workbooks

Insert and delete worksheets

5-4

Modify worksheet names and posi-
tions

5-1, 5-2

Use 3-D references

7]

Creating and Revising Formulas

Create and revise formulas

3-1, 3-2, 3-3, 3,3,
3-6

Use statistical, data and time,
financial, and logical functions in
formulas

3-1, 3-3

4-3,4-5

Creating and Modifying Graphics

Create, modify, position and print
charts

6-1, 63

Create, modify and position graph-
ics

1-3

Workgroup Collaboration

Convert worksheets into web
pages

Create hyperlinks

View and edit comments

Expert Skill Séts AndSkiils
Being Measured

Excel 2002 Level
1

Excel 2002: Level 2

Excel 2002: Level 3

Importing and Exporting Data

Import-data to~Excel 3-1, 3-2

Export data from Excel 3-3

Pubtish worksheets and work- 3-5

books té-thie Web

Marnaging Workbooks

Create, edit, and apply templates 1-2, 1-3, 1-4

Créate workspaces 2-1

Use Data Consolidation 2-2,2-4

Formatting Numbers
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Expert Skill Sets And Skills
Being Measured

Excel 2002: Level
1

Excel 2002: Level 2

Excel 2002: Level 3

Create and apply custom number
formats

4-2

Use conditional formats

1-1

Working with Ranges

Use named ranges in formulas

42

[Use Lookup and Reference func-
tions

Customizing Excel

Customize toolbars and menus

Create, edit, and run macros

Auditing Worksheets

[Audit formulas

4-6, 4-7

[ocate and resolve errors

4-8

Identify dependencies in formulas

4-6, 4-7, 4-8

Summarizing Data

Use subtotals with lists and ranges

2-3

Define and apply filters

2-5

Add group and outline criteria to
ranges

1-7

[Use data validation

1-2

Retrieve external data and create
queries

2-7

Create Extensible Markup Lan-
cuage (XML) Web queries

2-9

[Analyzing Data

Create PivotTables, PivotCharts,
and PivotTable/PivotChart Reports

5-1, 5-2

Forecast values with what-if
analysis

4-4

Create and display scenarios

5-3

[Workgroup Collaboration

Modify passwords, protections,
and properties

3-1, 3-2

Create a shared workbook

3-3

Track, accept, and rejec¢t/changes
to workbooks

3-4, 3-7

[Merge workbooks

Appendix A: Microsoft Office Specialist Program
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| EssoN LaBs

Due to classroom setup constraints, some labs cannot be keyed in sequencé.immediatety fol-
lowing their associated lesson. Your instructor will tell you whether your.labs eatrbe practiced
immediately following the lesson or whether they require separate setup from. the main lesson
content. Lesson-level lab setup information is listed in the front of this miaiual in the course
setup section.

LessoN 1 LaB 1

Customizing Your Workbook

Data Files:

e Practice Customizing.xls

Scenario:

You have a file (Practice Customizing) that you want to/add some customization to. First, you
will add conditional formatting so that any travel expense total above $2008:isvitalicized and

red. Then, you will create your own menu and adgd some of the menu iteiis you use frequently.

You will also add and remove buttons,froni-the-toglbars. Finally, you/will\create a macro that
adds formatting to the worksheet.

1. Add conditional formatting to the April travel totals.so/that any total that is
above $2000 will appear.italicized and the font is rad.

2. Create a custom menu, and add the Close, Gpen, and Save commands to the
new menu.

3. Remove Open and Savé buttons from the toolbars. Add a button of your
choice. When.yeu are finished, make sure you reset the toolbars and menus for
the next-lesson.

4. Create-a macrg that adds some formatting to the worksheet title. When you
have finished creating the macro, run it on the May worksheet.

Lesson Labs
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5. When you are finished, save the file as My Practice Customizing and close the
file.

LEssoN 2 LaB 1

Workspaces, Exporting, and Web Queries

Data Files:
e Practice Flanders.xIs
e Practice Smith.xls

e Practice Tanor.xls

Scenario:

Before you begin working in your worksheets,/ you /want to create a workspace from three
workbooks (Practice Smith.xls, Practice Tafior:xlss Practi¢e/Flanders.xls) that you use fre-
quently at the same time. Once you have created a workspace, you want to export the Practice
Flanders workbook into an XML document. When yow have done that, ygu will create a Web
query in the Practice Smith file and query, a Web site of your choice.

1. Create a workspace usingthe three- files.

2. Export the Practice Flanders workbooks as XML data;-saving the XML file as My
Practice XML.

3. Create a Web queiy’in the Practice Smith file;~and query data from a Web site
of your choice.
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LEssoN 3 LaB 1

Protecting and Sharing Your Workbooks

Data Files:

e Practice Collaborating.xls

Scenario:

You have a worksheet called Practice Collaborating.xls that you would like to haveé seme
co-workers take a look at. Before you share your worksheet, you want to protect all the formu-
las in your workbook. Then you will save the file as a shared workbook.

1. In the file Practice Collaborating, protect the worksheet so that all of the for-
mulas can not be edited. Add an error message of your choice.

2. Save the file as a shared workbook called My Practice/Collabocratirig.

3. Close the file.

Lesson4 LaB 1

Practice Advanced Chartirig

Scenario:

You have some data that you want to chart.in-the/Practice Chart file. First) you are going to
create a column chart based on the Australia and Germany data on a new/Chart sheet. Then
you are going to change the baseball caps-data series by adding sgine custom formatting.
Finally, you will move the legend te_the top)of the chart.

1. Create a column chart based on the Australia and.Germany data on a new
chart sheet.

2. Change the baseball-caps data series by adding some formatting.

3. Move the/iegend to the top of the page.

4. Save the file-as My Practice Chart and close the file.

Lesson Labs
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Las Lesson 5 LaB 1

Practice Using Objects

Data Files:

e Practice Objects.xls

Scenario:

You have a worksheet that you need to use for a presentation célled Practice Objects.xls. You
want to point out that the reason the German division didn’t do,so well.is because it was
added late in the year. So, you are going to draw an AutoShape ‘arrow te.the Germany pie slice
and add a text box near that arrow that explains that the{Germany. division was added after the
third quarter. Then you will add a clip art relating to amusément parks-to the top of your
worksheet. When you are finished, save the file as My-Practice~Objects and close the file.

1. Create an arrow using autoshapes that goes from-the Germany pie slice to an
empty part of the worksheet.

2. Add a text box next to the arrow thatsays Germany wasn’t added until the
middle of the third quarter.

3. Search for and add a clip art that is related to amusement pavks.

4. Save the file as My Practice Chjects and close the file.
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GLOSSARY

conditional formatting

Formatting that Excel applies automatically to
a specified cell if the criteria of the conditions
set are met.

dependant workbook
A workbook containing a formula that links it
to another workbook.

external reference
A reference to another workbook or to a
defined name in another workbook.

macro
A macro is a group of user-created instruc-
tions that automates one or more operations.

source workbook
A workbook to which a formula refers.

Sub procedure
A named combination of VBA code that is
executed as a unit.

Visual Basic Editor
The window you use to view, create, and
modify VBA code.

Visual Basic for Applications
The computer programming language that you
use to create macros in Exeel.

workspace
A workspace is an Excel file-that includes
several workbooks.

Glossary

GLOSSARY
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INDEX «

C creating, 15 < C
cells editing, 18
linking, 36 running, 15 Q &

locking, 51 sub procedure, 18
unlocking, 51 viewing, 18
charting visual basic editor, 18

non-adjacent data, 68 visual basic for applicat
charts menus

formatting, 70 creating, 9

modifying items, 70 customizin

trendline, 75
0

clip art
inserting, 95 outlines

modifying, 99 creati

2 &
conditional formatting structure , 22 V
applying, 3 @

consolidated data

viewing, 31

D 1
data validation rules, 6 e TS 13 @
dependant workbook, 36 rea m’?”,
customizing, 13 Q

E track changes
external reference, 36 setting revisiov&

trendline ©
G adding, 7
graphic objects % creatin

changing order, 88 v

clip art, 95
copying, 85 vi ic editor, 18
ting, 82
crea 1ng W
formatting, 92 Web
grouping, 90 eb quety
. creating, 45
moving
o workbook
resizing, 8

creating data validation rules, 6
M creating graphic objects, 82

macros customizing, 3

editing links, 38
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INDEX

Excel data, 41

exporting Excel data as XML data, 41
formatting, 3

importing XML data, 43

linking, 36, 38

macros, 15
menus, 9
merging, 63

setting track changes, 60

sharing, 56

toolbars, 13 <>

tracking changes, 64 \
Web query, 45

worksheets Q

charting, 68 \

protecting, 51
workspace

consolidating, 31 @
consolidating data, 31
creating, 28
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